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services an ‘eight-county outreach area. An introductory section
provide's general background information regarding program objectives,
philpsophy, and organizational structure. Goodwill's basic
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Thee Rehabllltatmn Services Training Center

% Good\mll Industries Of

Nort Central Pennsylvania, Inc.
G 24 W. Washington Avenue
y DUBUIS PENNSYLVANIA 15801 ‘
~ Telephone 814-371-2821

AND
dustrlal Contract Center
a 513 Locust Street . 4 ‘

* DUBOIS, PENNSYLVANIA 15801
L% Telephone 814-371-1081 2

Good\mll \
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This Goadwill Industr Rehabilitation Facility admits, trains, and refers persons
without regards to race, colof -, national origin,
An Equag pportumty Employer/Trainer/Facility

’* UNITED WAY AGENCY




- Act of 1964, All applicants for program participation and/or ser-

All prpgrams administered by and services provided by Goodwill
Industries of North-Central Pernsylvanis, Inc., are rendered on a
non dis-criminatory basis' without regard to race, color, creed, or
national origin in compliance with Title VI of the Civil Rights

vices have a right to appeal to-the Socisal and Rehabllitstion Ser- . -
vice, Department of Health, Education, and Welfare, Washington, D.C.

©Goodwill Industries of North Central Pennsylvania, Inc.
_ ~-1975 )
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| ] GOODWILL ncdcstrict of hosths
" Central Pernmsylvania. Jnc. |

£ ] 24 W. WASHINGTON AVE.,: DUBOIS. PENNA. 15801 (814) 371-2821
g e
o \ /

‘v - . .
Y }, We are pleased to provide you this copy of our MANUAL of VOCATIONAL
3 REHABILITATION SERVICES, 1975 Revised Edition., 1t represents many
hours of research, organization, plesnning, and editing by our

Rehabilitation Departnent.

’

The Board of Directors and Administration of Goodwill Industries of
North-Central Pennsylvania, Inc., feel thst the manusl describes, as
accurately as possible, the services which our rehabilitation
facilities provide , and ass such, makes a major coniribution to the
client's need for continuity of care. Further, we feel that the
manuasl describes to its staff, persons served, other agencies,

and its public the services which it provides.

*
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~ Goodwill Industries of North Central Pennsylvanis, Inc., was started
on October 11, 1966. It is one of the vocational rehsbllitstion
facilities implemented in the Commonwealth through the Vocational
Rehabilitation Act of 1965 and the state plan to provide rehsbilitetion
training and workshop services where such services did not previously
existe Since our beginning, our commitment has continously been
and shall continously remain:

TO AID INDIVIDUALS IN THEIR QUEST FOR A SATISFYING LIFE THROUGH
PROFESSIONAL REHABILITATION SERVICES=-A HELPING HAND=-A CHANCE--
TRAINING--A J0B-~A LIFE REBUILT!!

e view this manuél as s most worthwhile contribution to rehabili-
tation programming and rehsbilitstion services in the eight county
outreach srea served by Goodwill and in the Commonwealth of
Pennsylvania snd commend it to your use. It is copyrighted by
Goodwill Industries of North-Central Pennsylvanls, Inc.

Lc//{’? 441@, 5 Y /Jmtf/é

Ee Be Simpkins
Executive Director

winfi o McC
Presi ent, Board of
Directors

Goodwill industriee provides employment, training and rehabilitation for handicapped persons. Serving the North
Central Pennsylvania Gou{u of:

* Cameron Center Clarlén Clearfield
Clinton T Elk Forest Jefterson
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Member of: Association of Rehabilitation Facilities
: Pennsylvania Association of Rehabilitotion Fecilities
flational Rehabilitation Association
Pennsylvania Rehabllitation dAssociation
Vocational Evaluation and work Adjustment Association :
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0.1.1 FORWARD

"I have observed the process by which en individual grows and changes
in a theraspeutic relationship."®
Carl R, Rogers - 1961

REHABflITATIDN is a comprehensive process encompsssing a coordination of services
plenned to develop and/or restore disabled persons’ physical, mentsl, socilal,
vocational, and economic usefulness to the extent of their capability.

Rehabilitation is one of our most expending fields of work, In every community
there exlsts an ever-incressing need for rehsbilitation. It is-our soclety's

duty end opportunity to serve. these needs. The progrem of rehabilitation con-
sists of the use of recognized medicel and vocatlonal services to meet the heeds “,
of the handicepped. It requires’ the sid of physiciens, vocetionsl rehabilitation-
counselors, psychologists, social workers, esnd meny other disciplines involved

in an idea sbout how to make a person whole, ‘ ‘

Rehabilitation is not only concerned with the physical disebility, but also with
the social andignntinnal disturbance which generslly accompanies the disability.
It endeavors to plsce HOPE and FAITH in oneself. The rehesbilitation progrem is
one of GUIDANCE and UNDERSTANDING. ~

The forward movement of rehabilitetion over the past twenty years has brought
about ‘essentiel:and nec#ssary changes wlth respect to the lives of handicspped

_ and disabled Americens., Society's understending end accepipnce of those in need
of restoration services has been intensified; the government's responsibility
for providing help to its handicepped citizenry hes increased significantly
through extensive mejor legislation; a new heiping profession--the rehabilitatlon
profession--has developed and grown; and more comprehensive end supportive human
services are now being delivered to an ever increasing number of persons with
handicapping and disabling conditions. . ‘ '

Goodwill Industries of North-Centrsl Pennsylvwanis, Inc., has been g vitel pert

of this forward movement 1in rehabilitation. JA direct result of our facilities'
commitment-~TO AID INDIVIDUALS IN THEIR QUEST FOR A PRODUCTIVE SATISFYING LIFE -
THROUGH PROFESSIONAL REHABILITATION SERVICES--hes been the steady growth end
‘expansion of our rehabilitation and social service programs over the past ten
vears to the point that, today, we have a complex human services dellvery system,
per accountability standards. ’

Rehabilitation progrems ere highly individusl. As such, st Goodwill Industries
of North-Central Pennsylvanias, Inc., rehabilitation is a team effort. Each
person's program is tallored to meet his/her needs. To achieve this, the
rehabilitant MUST participste with the rehabllitation eteff in establishing
and evelusting his/her own program.
o ‘
Thus, Goodwill Industries of North-Central Pennsylvanie, Inc.'s, formula for a
successful rehabilitation plen is accomplished through TEAM EFFORT and is besed
explicitly on MUTUAL RESRECT and TRUST.

‘Barton G. Blakeslee, CeReCe
pDirector, Rehabilitation & Program
Development | .

Al
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+ GENERAL STHTEMENT

Goodwill Industries of North-Central Pennsylvanis, A United Way sgency, is
8 Rehabilitation Facility which admits, trsins, and refers handicapped
persons without regard to race, color, or national origine AR Enual &
OUpportunity Employer/Trainer/Facility, Goodwill Industries of North-
Central Pennsylvania, Inc., is 8 non-profit rehabilitation facility serving
the handicapped in the eight county rural areas of Clesrfield, Jefferson,
Clarion, Elk, Cameron, Forrest, Centre, and Clinton Counties, Pennsylvania.
Under the direction and*control of a volunteer Board of Directors composed
of thirty-two ares business and civic leaders, Goodwill Industries of
fiorth-Central Pennsylvania, Inc., provides comprehensive services to the
visually, physically, mentally, .emotionally, and socially handitcapped,
8s well as te the developmentally disabled individuals. .
- b3
Persons with the follewing tybes of disabilities are served by Goodwill
Industries of North-Central Pennsylvania, Inc.

Psychoneurotic .and Emotional Disorders

Psychotic Disorders

Mental Retardation

Cerebral Palsy ) ;

Epilepsy . B o ' ¢

Visual Impairments : //

Hearing Impairments - ;

Alcoholism S '

Drug Addiction :

Advanced Age

Disadvantaging Conditions

Urthopedic Deformities

Functional Impairments -

Cardiac and Circulatory Conditlons g;:
rigrs

-

Character, Personality, and Behavior Diso

Neurologically Handicapping Cdnditions A

Other Disabling Medical Conditlons - .
Goodwill Industries of North-Central Pennsylvania, Inc., is a8 rehabilitation
agency that provides a work environment gnd work experience for evaluation,
diasgnostic, therapeutic, and employment purposes. Successful client re-
habilitation depends upon the capacity of Goodwill's professional staff to
provide various progrsm elements to those handicapped clientele who ex=’
perience difficulty in being absorbed in the area's competitive employment
markete fioodwill relies upon other community rehabilitation resources for
other specislized evaluative and supportive human services. In cooperation
with the Penngylvania Bureau of Vocational Rehabilitation; the Pennsylvania
Uff'ice of the Visuslly and Physically Handicapped; the Buresu of Employment
Security; the Vetersns' Administration; the Mental Health/Mental Retardation
Program; County Boards of Assistance; and other referral agencies and in-
stitutions. Goodwill Industries of North-Central Pennsylvenia, Inc., pro-
vides the following comprehensive services for the area's handicapped:

i

Place findings through public schools, hospitals, and other

community sgencies. .

Information and Referral Services

Psycholopgical, Socisl, and Vocational Eveluations

Counseling to clients and their families o

Individual and Group Coungeling ‘

Pre-Vocational and Vocational Adjustment Services “ -
" Didgnostic Evaluation
Personal Adjustment Training (,.f

Work Adjustment Training G S



Ue? Specipl Sheltered Vocatigneal Training in various fields »
Transitionel @nd Extended Workshop Employment “

work Eveluation and Situational Assessment

Job Readiness and Job Placement Services - o

Un-the-Job Training through local and ares bu91ne g or ‘industry

work Study/work Experience for high school seniors

Follow-up Service (Job Adjustment) for those trsinees who have been
placed in competitive employme?t.

Goodwill's bagic rehabilitation program consists of employment and train-
ing through repasiring and re-conditioning usesble clothing and household
articles and performing sub-contract work toe produce income which helps
déFray~aperat1ng costs. e

Goodwill Industries of North-Central Pennsylvania, Inc., offers work
opportunities and vocational tralning to hdﬂdlCdDDEd individuals in their
headqusrters building- at 24 West Washingtén Avenue, DuBois, Pennsylvania,
in the tollowing- areas: v

Laundry . N

Pressing

Sutpmatic Shirt Ironing Unit :
8llocation and Pricing of Soft and Hard Goods
Truck Helper

Meterisl Handler

Sorting

Baling

Merchandising and Sales Training in Stores
Cashier in Store

Custodial and Maintenance
Secretariol/Office Clerical

Shoe Repair and Orthopedic Shoe Repair
Radio and T.V. Repair

Small Appliance Repair

the Goodwill Industrisl Contract Center, located at 511 Locust Street, |
DuBois, Pennsylvania, offers work opportunities and vocationsl training to
handicapped individuals in the following areas:

Ggsembly and Sub-Assembly
.o Inspection and Sorting

Coil-Winding _ .

Electronic Testing and Soldering

Buffing

Wood-working

Gluing

Drill Press and Lathe Work

Contract Manufacturing -

Collating

Packaginng

wﬂrkers and Trainees in both the Goodwill headnuarters building end the
Goodwill Industrisl Contract Center are encouraged and helped to find
Jjobs in business and industry.

8asic to the design of the Goodwill Vocational Training Programs are the
worker trasit components as explained in Appendix-8 of the Dictionary of
® Occupational Titles, 1965, Vol. II, Occupational Clasgification, Third
Edition, U.S. Dept. of Labor. Use of these worker compunents and their
various levels establiched a8 rating scele most frequently used by the

ERIC i




f1g employment snencies and personnel management. Goodwill Industries of North-
Central Penngylvanis, Inc., feels that these worker trait components pro-
vides @ common ianfusde 3s well as ap sccepteble standard by which to rate
individusls gn their wdrk potentisls and performance. )

Goodwill Industries of North-Central Pennsylvania, Inc., also cooperates
with prospective soencies in the reogistration of clients.

. . _

(; ( .
Currently, Goodwill Industries of North-Central Pennsylvania, Inc., has
the following fee schedule: .

Ue2e1 FEE SCHEDULE

$12.20 per day per client for those individuals in evaluation and
vocational adjustment training.

39,00 per day per client for those individuals reguiring extended,
long-term services.

NOTE: GCoodwill Industries of North-Central Pennsylvania, Inc., has also
been arestly affected by spiraling operating costs brought about by in-
flgtion, &s such, negotistions are presently underway with various state
agencieg for the purpose of seeking an appreciable increasse in both of
the above described daily rates. .

Further information about the fee schedule of Goodwill Industries of
Nprth-Central Pennsylvania, Inc., can be obtained by writing or calling
the Director, Rehabilitation 8 Program Development.

BoZe2 it 1 v LTIV

- — e v

Gn sctive and orgsnized plan of action which is gopl directed and imple-
mented by appropristely trained professional personnel is necegsary for
effective program planning and regular sgsessment. AOs such, Goodwill
Industries of North-Central Pennsylvenia, Inc., has established the
following short-term objectives and long- term objectives to meet the
needs of the client:

SHORT<TERE OBJIECTIVES

To provide sssessment of woTk potentisl by use of the JEVS work.
sample System and situational technigues.

To prepare and place the handicapped ip competitive employment
¢hrough the development of work resdiness, work adjustment, and
competence in vocational skills. ‘

To improve the developmentally disabled's basic potentisls, social
skills, functionsl independence, and other aspects of general social
maturity via a program of therapeutic and worTk activities,.

To provide for a holding @peratio;\br launching pad from which
ather services may be stsrted. -

LONG=TERM OBJECTIVES

To provide extended employment for the handicapped person whose ©
productive output is below competitive standards.

-

ERIC @ 1i
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0e242 To hglp those™individuals in extended employment preserve theilr mental
or physical health and enhance their socisl adiustment.

To assist handicapped persons in attaining the higﬁestmphyéical, in-
tellectusl, vocational, spcisl, moral, and cultural usefulness of -
which they are capable. .

o

00203 pHIL@SﬂPHY ’ * - ~ e{‘

The philosophical premises of Goodwill Industries of Ncrth Central Penn-
sylvania, Inc., are such that they will not be ques tioned in e democratic
societye. Regardleéss of the race, creed, or color of the handicapped‘pér-»
son, or the nature of- the handicep he/she represents, Gopodwill Industries

will accept him/her as a human being, having intrinsic dignlty and self- >
worthe

It is 3lso Goodwill's belief that the individual’shauld become, as far as
possible, the decision meker during the rehabilitation process. The
technigues utilized by the Goodwill rehabilitastion staff will serve. only
as a tool for the handicapped perscn to, ma#e the best choice for himsgelf

or- herself. P Ea

At Goodwill Industries of hErth-Ceﬂtral Pennsylvania, Inc., it ig impressed
upon each trainee that personal and socisl sdjustments are the keys to a
successful training program and a happy and productive life. &4s8isting
the individusl to develop hablts of independent living, motivating the
trailnee towsrds wanting to learn and working and producing to his or her
fullest asbilities, are those kinds of things Gcodw111 lndustries tries to
accomplish, . -

As such, the adminigtration, management, staff, snd employees of Goodwill
Industries of North-Central Pennsylvsnie, Ince, believe the grestest ser-
vice to be offered todey's trainees.is to provide them with thoge kinds
of work/training tools and perspectives needed in this rapldly changing
world., By devoting themselves to k@eh;pﬂ abreast of the times, the
Goodwill staff hope to inspire the train to scquire a strong direction
tcward@ good citizenship and successful empl *“ﬂZNA
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0.2.5 PERSONNEL

Successful client rehabilitation depends upon the capacity of a profes-
sional staff. Such a staff can individualize diagnostic approaches to
clients, depending upon the use of both sub jective and objective com-
ponents in the program to meet the specific needs ,0f the client. The
key to the program, as a well developed clinical tool, rests with the
ability of the staff to relate the various program elements to the
psychological and work needs of the clients.

( . .
The staff of Goodwill Industrips includes the following:

Executive Director cec—e—w—wemmee==e-== E, B. Simpkins, B.S., Ed.
Thirty-two years in Industrial Management, Supervision, and Quality
Control.

Director, Rehabilitation and .
Program Development —--==-e--——cc=—we-- Barton G. Blakeslee, B.A., M. Ed.
Licensed Psychologist, Certified Rehabilitation Counselor, and

Certified Medical Rehabilitation Director.

Workshop Director =-=--=-- - Jack C. Amilkavich, Be.S., M. Ed.
Contract Procurement Specialist - GeI.A. Traininge.

Operations Director ----==-- ——————— ——- Augustine J. Indre
Certified Orthopedic Shoe Adjustment and Correction Speclalist,
Operations Director - G.I.A. Training.

Production Manager ------—=====e-—------ David J. Gatewood
Associate Degree in Business

Seven years experience in Machine Set-Up and Operation,
Time Study and Methods Analysise. “

Voo stional Evaluator -------pg=-------- Edward C. Kelso, BeAe

Eval-.stion and yurk,Adjustmen Services - Gel.A. Training.

Rehabilitation Counselor -- - Rodney A. Burlingame, B.S.

Job Analysis, Placement, and Job Adjustment. . '

Work Adjustment Coufselor -------==-=-- Victor N. Kosko, BeSe., Coun. Ed.
Work Adjustment Counselor «-----===-===-- Roger A. Brocious, B.S., Coun. Ed.
Accountant —=-—--=mce--meme—cccmecccco——- William M. Sheesley, Assoce. Degree

- Accounting and Business Administration. 4.

Administrative Secretary ------------=- Frances M. Cherban.
Nine years Administrative Office Services
Secretarial Training - Jeff. Tech.

Rehabilitation Secretary -=-----—--w--- Kathryn G. Dickey
Business College Secretarial Training and Secretarial Experience.

workshop Secretary ----------=c=-cc==-- Shirley L. Dixon

Two years Business College Secretarial Training
Three years secretqrial experience.

@

14
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0.2.5 Thrift Stores Supervisgor --ee-ecececacee- ---- Joyce B.kﬁoss'

Laundry and Pressing Supervisof ~--=-ww----- Sarah M, Surkala

Transportation Supervisor ------e-eeeceeoeo- Gene R. Beckwith

Workshop Supervisor, I.C.C.

Workshop Eupervisor, I.C.C.

Goodwill Rehabilitation Staff: -

EE

Q'ﬂ

seated--Barton Blakeslee, Rodney Burlingame

standing--Victor Kosko, Edward Kelso, Roger Brocious

I.C.Cs Production Staff:

seated-~Heraldine Bundy,

standing-~-Jack Amilkavich, Shirley Dixon,
l{J}:‘ David Gatewood

Aruitoxt provided by Eic:

Pauline Nazimiec

Q

Heraldine Bundy

Pauline Nazimiec, B.S.

Fayroll and Secretarial Steff:
sested--Frances Cherban, Kathryn Dickey
standing--Kitty Swartzlander, William Sheesley

t‘é ‘ gy - -~
Goodwill Production Staff:

seated--Joyce Ross, Serah Surkala
standing--Eugene Beckwith, Augustine Indre




. GLOSSARY

The following list of Fiqitidns of technical terms is offered as a gu1de
Because of diff4pences in usage among workshops, states, and various®
§ the*definitions provided here will rarely exactly
correspond to actual ctices

ACTIVITIES OF DA%&ﬂ LIVING -« A program mdst frequently dffered the
severely handicefgged without previous work history or experience in
independent livir ‘| including personal hygiene, routine household
activities, and ?lls associated with community living and partic-

_ipation. ”f‘udes the use of prlvate of public transpdrtatidn
to travel betweer

ADJUSTMENT - The: fgmpatlbility of the personality to the range of
available roles f ‘the person's culture (See tional Adjustment

*5

ADVOCACY - "Takij‘qa stand for." Persons who are handicapped, and
particularly sev gely handicapped, individuslly and collectively need
advocates, extenagrg over lengthy periods of time from a w1de ‘varivty
of professions. gw
ADVOCATE - "mhd!?Jeads the ceause of another," one "who defends or
espouses any caqse by argument."

" AFFIRMATIVE ACT}QN - A management process that insures egual oppor-
tunity. N

ASSESSMENT - Se“%kvaluatidn.

i “hff
AUDIO-VISUAL MATERIALS - Material other than the printed page that
is cummunicate#u’hrdugh auditory and/or visusl senses, such as T.V.,
recordings, Fl}%f' or slides.

BEHAVIOR MODIF ﬁATIDN - A program where the environmental conditions
that maintailn érldUS behavior disorders are behavioral analyzed and,
where specifiq ‘wndesirable response patterns are eliminated and
desired respdds patterns strengthened by the svstematlc application
of re-enfdrcemgnt.

BVH- Refers td the Bureau of the Visually Handicapped.
BVR- Refers pd the Bureau of Vocational Rehabilitation.

CASE HISTURW éCLIENT HISTORY, REHABILITANT HISTORY) - Collection of

all avallable/infdrmatidn--5031al, psychological, biographical,

environmentali, dnd vocational on clients or proposed clients. Case

Histories arf kept confidential and are filed in the Records Depart-
A’ ’

CLIENT -*Seg ‘rehabilitant.

\
J

CUMPETITIVE/INDUSTRV - Regular employment in which the handicapped
person mustsmeet the same requirements for skills and production as
the ndn-handlcapped.




COMMUNITY LIVING ARRANGEMENTS - A program which provides a continum
of services fdr the purpose of enabling MR persons to live success-
fully in the main stream.of society.

CYCLICAL UNEMPLOYMENT - This type of uriemployment gets its name from
the declines which occur in business during the recession phase of ‘
the business cycle. B8usiness ‘activity goes down in a recession cycle,
the demand Fur workers decreases--cyclical unemployment goes up.

DEUELDPMENTAL DISABILITY - A disability attributable to mental re--
tardation, cerebral palsy, epilepsy, autism, or a specific learning
disability, or to any other condition closely related to mental re-
tardation (or to require treatment similar to that required for
mentally retarded persuns) which disability originated before age 18,
which has continued or is expected to continue indefinitely, and whict
constitutes s substantﬁﬁl handicap to.the individusal,

DIAGNOSTIC PSYCHD-SUCIAL EVALUATION - A program of assessment of in-
dividu capac1ty to adgust to the socisl demands of work; most

of ten :&eurs in -actusl ;work situations or production tasks. Stress
is upor individual's capacity to meet and respond appropriately to
the social setting, ingluding supervision and direction, -

DISABILITY - A pHysicdl or mental impairment having an objective .
aspect ususlly discerrlable by a physician. :

DeOeTe = Dictionary ui Occupational Titles.

DYSLEXIA - Difficulty|processing language symbols; partial ability
(or inability) to decpde printed symbols into thought; or to encode
thought into printed pr written symbols,

EMPLOYEE - A person employed by an agency and paid for his wurk‘by
the agency, or through the agency, whose primary purpose is that
of furthering the functions of the institution,

EVALUATION - A comprehensive process that systematically utilizes
work, real or simulated, as the focal point for assessment and
vocational exploration, for the purpose of assisting individuals
toward optimal vocational development; it incorporates medical,
cultural, and economig data in the attainment of this goal. Evalu-
ation provides an in-depth determination of the individual's basic
abilities and interests, quantifies and qualifies the person's
vocational potentials dlagnustlcally.

EVALUATION IN A VOCATIONAL TRAINING SETTING - An evaluation setting
which has the followi g characteristics: (1) the person being evalu-
ated is not paid, (Z)E an established vocational training program
exists, (3) the serviice is primarily for the benefit of the person,
(4) performance supemv1sed and evaluated by the instructional staff
in coordination with khat training program. The person may be placed
in @ training setting in order to assess his ability to relate to the
demands of the training environment, and to learn and retasin specific
content of the program. These training programs may be located either
within the facility of the community, and may encompass observation
and/or recommendation for adjustment, activities of daily living,
remediation, vocational, or other established training programs.

redq
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EVALUATION UNIT - 4n organlze” setting staffed by specislists who
systematicolly and comprehensi¥Bly utilize work activities (resl or
simulated) as the focal point £ assessment and vocational explor-
ation. In =zddition, psychologicel. testing, counseling, socisl
summaries, occupational informat y etc., are other evaluation tools
usede It incorporstes the medical , psychological, social, vocational,
 educational, cultural, and economig data for establishment and
zttainment of client goels.’

EVALUEE - See rehahilitant.

EATENDED EMPLOYMENT - Employment stabxﬁ of a client who has been in
the workshop eighteen months or more ; exceptional situations.
Usually the p0551b111ty of regular em@linyment gutside of a sheltered
environment is marginsl. (Sometimes cgRled terminal ‘employment, but
efforts are being made to use the laber extended. ")

FAIR LACURS STHNDARDS ACT - Code of Fe-- 2al ‘Regulations establlshed
by Congress to govern pay -and working c.mmltluns.

% .
FAMILY SERVICES AND CASEWORK - A servics'égsisting the family of dis-
abled individuals in adjusting t{o & clied i 8 dissbility and to the
program of therapy, education, and vocatifisl training being offered
by the agency. %

FEEDBACK - Information based on past perfggmance which may be given
"to client or other interested perties and §gich may modify future
performance. T

FOLLDW-UP INFORMATION - Data collected aft;% rvices are provided.
care of one's own

and economic conditions
when individuals are
s are not available
idual remain out of the
y. small children,
yals with severe

\to remain in their

1l or psychological

; to complement that
stored by medical
federal planning
separate from

ad to economic
ividual and reduces

FUNCTIOMAL INDEPENDANCE - The capacity to th
affairs to the extent that physical conditi
permit., GSoatisfactory socisl goals are achi {
brought to functional 1ndependence, even if E'
or becasuse socisl norms require that the ind
labor force, as is the case for mothers with v
Such a socisl nosl is slso, sstisfied if indivdd
physical or psychologicsl handlcaps are enablé
community, with or without work, through phys
rehabilitation plus essential supportive servi
element of functional eapacity which cannot bef
science. Such a goal is contained in sll curre
and requires only respect for functional capac
cconomic services. Functional independence may
independence and “results in a socially healthy
unnecessary and costly dnstitutionalization.

| to an individual
hin the program of
riting, necessary

5040 DIRECTION - Development of goasls for service
and attendance to thbse goals during services wil
the facilitye The articulation of such goals, in
to complete plannlng with the persnn. i

GROUS COURSELING (MULTIPLE) - The practlce of coungiling geveral
individuals at one time, taking advantage of the Qr up.interaction.
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provision of vocational rehabilitation setrvices.

”

HABILITATION - Establishment of fundamental capabilities, knowledges,
experiences, and attitudes before, or along withy the usual re-
habilitation procedures. Habilitation denotes the Inspiration to
achieve, the instigation of mature behavior, initiation into ex-
periences and actions of more normal living, and help in coping with
society. ‘ )
HANDICAP - A barrier interposed between the individual and his ability
to function satisfactorily in society, may be the outgrowth of the
limitation imposed by a disability, usually a personal response. A
handicap is not a disability. ' :
HANDICAPPED INDIVIDUAL - Means any individual: who has a physical

or mental disability; who has a substantial handicap to employment;

and who is expected- to benefit in terms of employability fram the
"Handicapped
individual® also means any individusl: who has a physical or mental
disability; who has a substantisl handicap to employment; and for

whom an extended evaluation of rehabilitation potential is necessary
for the purpose of determining whether he might benefit in terms of
employability from the provision of vocational rehabilitation services.
(Legal Definition) ' : : .

HOMEBUUND PROGRAM (EMPLOYMENT) - An employment status for clients of
a workshop, who, unable to leave their homes, receive contract or

. production work which they perform in their homes and for which they

asre paid.

MOMEMAKER TRAINING - Involves training of dissbled persons in the
gskills and capacities needed to do the tasks required in caring for

a home.

IMPAIRMENT - Any disease, deterinratiun, loss of function, birth
defect, or accident which disables, handicaps, or keeps the individual

- from complete realization of expression as a normal person,

INDIVIDUAL REHABILITATION PLAN - A treatment plan of services de-
signed specifically for an individual in the rehabilitation program
for a given facility or program. It includes goal directions that
are developed with the person and sgreed to through a sign-off
procedure. The plan allows for modification as services are rendered.

INDUSTRIAL STANDARDS - Actual worker requirements from industry besed ..
on the expectations of the employer.

INITIAL SCREENING - The process of reviewing all available pertinent
data on referrals to determine the need for service and to establish

a program plan.

INTAKE - Serves the purpose of selecting referrals of persons to
Goodwill Industries for employment or for rehabilitation programming,
dependent upon their needs. This is s screening and selection pro-
cess as well as an information gathering process. The information
accumulated allows the staff to better understand and serve the
people accepted. The information also makes possible referral to
other community resources those persons who cannot be seryed at
Goodwill Industries. . $

rd
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EVALUATION URIT - An organized setting staffed by speclalists who
systematicolly and comprehensively utilize work activities (real or
simulated) as the focsl point for assessment and vocationsl explor-
ation., In addltion, psychological testing, counseling, sociasl
summaries, occupational information, etc., are other evaluation tools
usede It incorporztes the medicsl, psycholggicel, socisl, vocationsl,
educational, cultural, and economic data fdr establishment and
attainment of client noslse. .

EVALUEE - See rehabiliiant. .
EATERDED EMPLOYMENT - Employment status of a client who has been in
the workshop eighteen months or more in exceptional situations.
Usuazlly the possibility of regular employment outside of a sheltered
environment is marginal. (Sometimes called terminal employment, but
efforts are being made to use the label "oxtended. ")

3 _ . . _ — N ) (
FATR LACORS STANDARDS ACT - Code of Federal Regulations established
by Congress to govern pay and working conditions.

FAMILY SERVICES AND CASEWORK - A service assisting the family of dis-
abled individuals in adjustimg to 2 client's disability and to the -
program of therapy, education, and vocationsl training being offered

“by the ngencys

. toe client or other 1nterested parties and whjfh may modify future ™

- FEEDBACK "= Informaetion based on past perfottjgzéiwhich may be given “

performance,
|
FOLLOW-UP IRFORMATION - Data collected after services are provided.

mFUNLTIUNAL INDEPENDANCE ~ The capacity to toke care of one's own

- affairs tD the extent that physical conditions and economic conditlons
‘permit. Satisfactory socisl goals sre achieved when individuals are
ﬁbraught tﬁ functjonal independence, even if jobs are not avallable

/Dr because social norms require that.the individual remain out of the

i labor force, @s is the cese for mothers with very small children.

i

. Such a social gosl is slso satisfied if individuals with severe
- physical or psychological handicaps ‘are enabled to remain in thelr

community, with or without work, through physical or psychological
rehabilitation plus essential supportive services to complement that
elemznt of functionsl capacity which cannot be restored by medical
stiences Such @ goal is contained in all current federal planning
and requires mnly respect for functionsl capaclity, separate from .
pconomic services. Functional independence mey lead to economic
indépendence and results in a soclially healthy individual and reduces
%nneues sary and costly 1nst1tutionalization.

Goal DIREETIDN - Devélopment of goels for services to an i‘dlvidual

arnd attendance to those goals during services within the program of

the facilitye The articulation of such gosls, ¥In writing, necessary
to Complete planning with the person.

GROUP COUNSELING (HULTIPLE) - The practice of counseling gseveral
individuals at one time, toking advantage of the group interaction,
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HABILITATION - Establishment of fundamental capabilities, knowledges,

‘experiences, and attitudes before, or slong with, the usual re-
~~ habilitation procedures. Hebilitation denotes the inspiration to
' achieve, the ‘instigation of mature behavi?;;>initiatiun into ex-

periences and actions of more normal living{ and help in coping with
society.

HANDICAP - A barrier in%erpused between the individual and his asbility

to function satisfactorily in society, may be the outgrowth of the
limitation imposed by a disability, usually 8 personal response. A
handicap is not a disability. ' N

HANDICAPPED INDIVIDUAL - Means any individusl: who has a physical

or mental disshility; who has @ substantisl handicep to employment; -
and who is expected to benefit ,in terms of employablility from the
provigion of. vocational rehabilitation services. ‘“Handicapped
individual® also means any individual: who has a physical or mental
disability; who” hes a substantisl handicap to employment; and for

whom an extended evaluation of*rehabilitation potential is necessary
for the.purpose of determinihg whether he might benefit in terms of
employability from the provision of vocational rehabilitation services.

(Legal Definition)

HOMEBOUND PREGRAM (EMPLOYMENT) - An employment status for clients of
a workshop, who, unable to leave their homes, receive contract or

*.production work which they perform in their homes and for which they

are paid.

HOMEMAKER TRAINING.- Involves training of disebled persons in the
skills and capacities needed to do.the tasks required in caring for
a home.

IMPAIRMENT - Any disease, deterioration, loss of function, birth
defect, or accident which disables, handiceps, or keeps the individual
from complete realization of expression as a normal person,

INDIVIDUAL REHABILITATION PLAN - A treatment plan of services de-
signed specifically for an individual in the rehabilitsation program
for a given facility or program. It includes gosl directions that
are developed with the person and sgreed to through a sign-off

‘procedure., The plan allows for modification as services are rendered.

INDUSTRIAL STANDARDS - Actual worker requirements from industry based
on the expectations of the employer. : :

INITIGL SCREENING - The process of reviewing all sveilable pertinent
dats on referrals to determine the need for service and to establish
a program plan. X ~ "

INTAKE - Serves the purpose of selecting referrals of persons to
Goodwill Industries for employment or for rehabilitstion programming,
dependent upon their needs. This is a screening and selection pro-
cess’ as well as an information gathering process. The information
accumulated allows the staff to better understand and serve the
people accepted. The information also makes possible referral to
other.community resources those persons who cannot be served st

Goodwill Industries.
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JOB- ADJUSTMENT - See Vocational Adjustment.

» . ..

JOB ANALYSIS - A detailed description of all tasks @ worker must per-
form to do the jobe Htates what the worker does, what he does it -to,
what he does it with, and the purpose of dolng it., This is then re-
lated to worker functions and worker traitse. N

JO0B CLUSTERS (WORK FAMILIES, JOB FAMILIES) - Groups of related occu-
pations on the basis of similar job requirements, such as, specific
duties of the job, materials worked with, eguipment used, skill and
knowledge, and the-worker characteristics required.

-J0B8 EXPLORATION - A process whereby an individual is exposed to in-
formation which increases his knowledge of the world of worke

o . . i N
. JOB SAMPLES - Tasks that in their entirety are replicated directly
from Ihdustry and include the equipment, tools, raw materials, exact
procedures, end work standards of the job for the purpose of deter-
-mining the indivigusl's skills, potentials, and performance.

JoB TASK - An actual single work activity that is taken in its entirely
without any changes directly from a specific occupationh.

JOB TRYOUT - Contains at lesst the following characteristicg: .
(1) weges are paid, (2) designed primarily for the employer's benefit,
(3) the person is an employee, and (4) the setting is controlled by
the employer. It is in actuality a "placement" used as an evaluation
tool with the understabnding that the person may not succeed, and will
be helped further if he does not. The success of failure provides
additional inPormation to make specific employment decisions.

LEARNING DISABILITY - A disorder in one or more of the basic psycho-
logical processes involved in understanding or in using languege,
spoken or written, which disorder may manifest itself in imperfect
ahility to listen, think, speek, read, write, spell, or do mathe-
matical colculations. Such disorders include such conditions as
perceptual handicaps, brain injury, minimel brein dysfuqctinn,
dyslexia, and developmental aphasiae v
MEDICAL EVALUATION AND DIAGNOSIS - A diagnostic service offered b¥ a
medical doctor which assesses the physical and mental conditlon of a
. client and which may further establish various limits of physical
exertion or demands relative to his work and independent living. May
include particular prescriptions for the control of chronic conditions. -

MEDICAL MANAGEMENT - A service providing supervision of a prescribed
regimen or drug therapy determined by a doctor; frequently such an
activity is conducted by en individusl with gpecial training, par-
ticularly a registered nursee. \ | ‘

MH/MR - Refers to the mental health/mental retardation programe.
MOBILITY INSTRUCTOR - A program offered visually impaired and blind

clients which prepares them for independent travel in the community
and at work and in the home. ) '

MODELING - A process in which ﬁ person learns something or changes
his subsequent behavior as s consequence of having observed another
person (a_mudel) perform that behaviore .

i) )
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MOTIVATION - The response which an individual makes to his environ-
ment which is not controlled by external stimuli or pressure. People
are not motivated; they motivate themselves., The following terms

are related to motivation even though no single word tells the story:
appetite, attitude, desire, drive, disposition, impulse, incentive,
urge, wish, etce In essence, that within an individual which incites
him to action.y The louse usdge sometimes speaks of motivating others.
This is not the originasl meaning. We awsken needs, we offer challenges
we suggest goals. Then the individual is motivated to accept these.

(MULTI-MEDIA MATERIALS - Material presented through more than one
sensory input including printed, audio, or visual aids.

"NDN-MDRK" ACTIVITIES - Any activity not related specificallQ o job
proguction, such as: counseling, evalustion, adjustment, etc. -

NORMALIZATION - Utilization of means which are as cultﬁrally normative
as possible, in order to establish and/or maintain personal behaviors
and characteristics which 9re as culturally normative as possible.

NORMS -~ A gtandard of achievement ag represented hy the median pr
average achlevement of a referenge.group; a way of behaving typical
of a certain group. : '

OBSERVATION PROCEDURE - An organized method of recording what a
person does for the purpose of documenting behavior. ’

OCCUPATION INFﬁRMATIDN - Any information relevant to paid employment
such-as definitions, iconditions of employment,rand requirement.

UCCUPATIONAL THERAPY (OT) - A planned therapeutic program designed to
produce self=-providing functional activities that will restore,
develop, or tesch body function, ususlly prescribed or supervised

by a medical dogtor.

" N

UN-THE-JUB EVALUATION - Contains at least three characteristics:

(1) the person is not necessarily paid, (2) it is designed primarily
far the person's benefit, (3) it will not necesssrily result in
employment, (4) the employer does not experience any immediate gains,
(5) the person does not displace or fill vacant worker slots, end

(6) the person's performance is supervised and evaluated by the
employer and/or the evaluation staff. On-the-job or job site evalu-
gtion ususlly takes place in an’actusl job setting outside of the
-rehabilitation fecllity; however, it can also mean the use of actual
jobs in various degrees of participation, the requirements necessary
to do the specific jobe

ON=-THE=-J0B TRAINING - A program of training through supervised per-
formance on @ particular job; normally. occurs in' production jabs and
is primarlily used for jobs which do not require formal job instruction
of f the job site.

PERSONAL ADJUSTMENT TRAINING (P.A.Te) - A program offered clients
whose basic purpose is to ald the client in adjusting to the psycho-
logical and social demands of a work setting and to the routine
demands of industrial situstions; may alternately be.- termed Job
Conditioning, Job Hardenling, Work Adjustment. .

Y B
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0.3 PHYSICAL DEMANDS - Terms used-in job descriptions to list the re-
' . quirgments which may be expéected of the person invplved in 8 par-
ticyler jobs belance, climb, crswl, kneel, turn, stoop, crouch,
reach, lift, carry, throw, push, pull, hendle, finger, feel, color
vision, depth perception, and working speed.

PHYSICAL DR MENTAL DISABILITY - A physicel or mental condition which
' materislly limits, contributes to limiting, or, if not corrected,

will probebly result in 1imiting en individusl's gctivities or

functioning. :

r o PHYSIbAL THERAPY (PT) =~ d‘blanned program generally supervised by 8
docto? or physical theraspist whose besic purpose is to restore or
develoh\vitality and body function.

PLACEMENT SERVICES - A service provided clients with the cepacity
to enter competitive employment; includes identifying sppropriate -~
jobs in the community, siding end educsting employers to accept
disebled individusls ss employees, and in siding the client,
perticularly in the initial periods in adjusting to 8 new work
environment; may include follow-up supervision of clients placed in
employment over a considerable period of time.

PLACEMENT TRAINING - A plenned program, usually brief, to. prepare an
individual for meeting the demends of employment interviews and '
screening. Program may be pert of selective placement service.

. PRE-VOCATIONAL ACTIVITIES - Exploration of work or vocetlional areas
for activities of deily living evsluation relsted to employability,
and elementary instruction in arithmetic, messurements, reading,
spelling, etc., to prepere the individusl for entrance into apecific
work evaluation snd/or vocational training.

PRE-VOCATIONAL EVALUATION - An sssessment or screening program whose
purpose is to sseess an individuel's skills and abilities relative

to independent comflunity life; mey focus on management of personal
finances, use of public trensportation, sociel adjustment, and public
behavior, Emphasizes sasesament of function more fundemental then
vocationel potential. » =
PROGNOSIS - Prediction of the durstion, course, spd outcome of 8
‘course, process, or .activity prescribed for a8 client. May be medicel,
educational, or vocetional. Infera that the individuel meking the
prognosis is professionaslly qualified. ‘

PROSTHESIS - An artificisl device replscing s missing body pert.
Applies to dentures, ertificisl limbs, etc.

PSYCHIATRIC DIAGNOSIS AND EVALUATION - A diagnostic service generslly
performed by a8 psychistrist or psycho-therapist to serve, to define,
and to clesssify @ client on the basis of his or her mental or emotlonel,
condition, )

PSYCHOLOGICAL ASSESSMENT OR TESTING - A program aimed at testing end
identifying the level or degree of psychomotor, intellectusl, or
emotional cepscity; mey also include systematic testing of personality,
vocetional preferences, and other individual attitudinal components.
Vocational testing, for example, general aptlitude batteries may be
administered by other then @ certified psychologist. ’
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PSYCHOMETRIC INSTROMENYS - Tpols which messure correlative mentsl

functioning purported to be importent to specific job performance,
-utilizing abstracted tasks, usually paper and pencil.
. - .

REHABILITANT - A vocetiorfally disadvantaged person receiving service
from a rehabilitation agency in order to improve his performance in
remunerative or nonremunerative work. These are persons handicapped
because of an emotional, physical, 'or social disability and who need
help to cope with the problems of assuming or re-assuming a work role.

REHABILITATION - The cultivation, restoration, and conservation of L
human resources. The process of re-establishing e person's capaclty A
to participate in the activities of normal living such ss communicating,
working, social activities, and the expenditure of physicel.and menteX -
energy. Used loosely, this term sometimes refers tqfactivities for et
individuals who, from birth, have Szon deficient in physicel or mentsl
capecities. Strjctly-speeking, this latter is "hebilitetion," “
REHABILITATION EVALUATION ~ The total assessment of the client's '
strengths and wesknesses to function from the medicel/physicsel, T
psycho/social, end vocationsl/educetionsl points of view. e

REHABILITATION NURSING - Involves consciously relating nursing functiong
to the various rehsbilitating therapies that the person is undergoing B
and attempts to enhance their effectiveness by understanding their i
goals and by ﬁru@uting their continuing application, P

. REHABILITATION WORKSHOP - A controlled work environment and 8 work g
experience facilitating the rehabilitant's progress to s productive i
vocational status. i

RSA (REHABILITATION SERVICES ADMINISTRATION) - The Rehabilitation %t:“
. Program of the Government et Federal level; part of the Department of i
‘Hpalth, Education, and Welfare. v -, i

. REFERRAL RGENCY - An agency or program of the community, state, or
nation which sends a person for services.
SECONDARY INFORMATION - The body of facts about the person obtained &f
- from other specislists, persons, and agencies verbally or through such
documents as psycho-metrics, terminsl reports, medical reports, inteke, =
and social service reports. " :
SEVERELY HANDICAPPED PERSON - A pergon whose disability requires b
multiple services over an extended ﬁeriud of time and results from y
amputation, blindness, cancer, cerebral pelsy, cystic fibrosis, deaf- -
ness, heart disease, hemiplegia, mental retardetion, mentsl illness, «
multiple sclerosis, muscular dystrophy, neurologitsl disorders .
(including stroke and epilepsy), paraplegia, quadriplegis, other -
spinal cord conditions, rensl failure, respiratory or pulmonary
dysfunction, and any other disability specified by the Secretary in

regulations he shall prescribe. (Legal Definition) .
SHELTERED WORKSHOP - A place where any manufecture or handiwork is ;

carried on and which is operated for the primary purpose of providing e

gainful employment to the persons who cannot be readily absorbed in
the competitive labor market.

LY




0.3 SIGN-OFF - As used in rehsbilitstion plsnning, the signature of the -
) person agreeing with the plan developed with him for his rehabilita-
tion. Generslly @ aignature indicating sgreement to preceding
statements. - : - .

which hss the fulluuing 8r=
scteristics: (1) replication ofy 5 of 8 job (not limite q Job
tasks) or a work pYocess, (2) not mssrily requiring psyment to
~the person, (3) controlled by the evaluatur, snd (4) located within
/' the evaluption facility,

SIMULATED J0B S?ATIDN - A work settin-

" SITUATIONAL TECHNIQUE - The use of s nsturs]l or lifelike situation
to observe, sssess, or modify the behsvior of a rehabllitant. The
rehsbilitstor may sllow the flow of events to proceed naturally or
to intervene to introduce problems or contrived events. Situstional
analysis studies people, plsces, and things sffecting the rehsbilitsnt's
behavior in the situation,

SOCIAL CASEWORK - A service simed st collecting and identifying the
social circumstances sffecting e client, including his relationship
within his Family, hia community, snd other privste and public
sgencies.

SOCIOGENIC NEUROSIS - Csn be defined ss s neurotic condition stfributed
to exceptionelly negstively weighted socisl stimuli (i.e., cultural
deprivstion, broken home, sub-proverty level existence)e. When the
sociogenic neurosis is self-directed, it tends to display itself in
symptoms of surrender, despsir, self-defesty etce The genersl cnsrsc-
teristics of this type of expression is to show little or no motivstion
for constructive efforte However, when the sociogenic neurosis is
outer-directed, it is more typicelly chsrscterized by aggression,
snti-socisl or devisnt behavior (resulting .in police records), etcs

The sociogenic peuretic msy exist on welfsre support or survive by
outright exploitstion of scqusintsnces, relstives, snd others. This
person sometimes seeks consolstion for his conditlon by the use of
drugs, slcohol, or other escspe devices. Becsuse of hia socisl
environment, this person may hsve either no or sporsdic low-level
employment historye

SOCIOGENIC RETARDATION - Csn ususlly be defined ss functional retsrd-
stion becsuse of socisl conditions. These socielly or ‘culturaslly
acquired charscteristics csuse the individusl to behsve in wsys as
would seem to compsre with other individusls whose limitetions ere

- directly attributeble to low intelligence. The psychological inter-
view msy describe these characteristicse. In eddition, the socio-
genicslly retsrded individusl mey hsve difficulty in fsmily reletion-
ships snd msy hsve poor heslth hsbits (i,e., poor dietsry prsctices,
csrious teeth, lack of other medicsf cesre). Further, the sociogenically
retsrded msy be found to hsve little or no employment higtory or an
errstic employment record, and may be found residing 1n‘§hettu sress
of lsrger cities, or in poor rural sresse.

SPEECH AND HEARING SERVICES - A service offered those who have hearing
loss or who are desf, snd/or functionslly mute to develop an ability
to communicate thruugh speech end to comprehend spoken communication
from otherae. : -
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STAFFING - Usually 8 group meeting of persons concerned with the

‘status of a person recéiving services. A gathering‘uf individusls

-able to explain the situation of a person in service. A synthesizing
of such information into a repart af the persan's progress, needs,
or plans.

STRUCTURAL UNEMPLUYMENT - This refers to lang-term, deep-seated job-
lessness, due to a functionsl shift in an area, industry, or occupation.
- It is "stubborn and persistent unemployment resulting from the more
wassive changes" in our society. It will cover the unskilled, unedu-
cated worker’ whose job hds been shot out from under hime Under
"structural" (or "cyclical") experts are now including unemployment
due to the fact that our economy isn't growing fast enough to create
8ll the jobs needed. The.new stress here is on "not the loss gf jabs,
_but the lack of new jobse."_ S :

STUDENT INTERN - A person in a learning process from a callege or
universlty who- is productive for the agency end who is learning a
work role. . .
SYNTHESIZING. = The process by which infarmatlan fram all resources
are combined into a meaningful whole to achieve neuw apprnaches and
directions.

TRAINEE - See rehabilitant.

TRAINING ENVIRUNMENT - The setting in which the emphasis is on the
learning sand acquisition of skills or competencies.

TRANSITIUNAL EMPLOYMENT - An employment status of those clients who
have been in the workshop less than 24 months during which payment

is on the basis of his productive contribution: gener=lly clients in
this status are considered potentially placeable in competitive em-
ployment after s period of consolidation of skills acquired in earlier
training and adjustment programs. -

VOCATIONAL - Characteristics of or related to the work subculture.
Vocational refers to the work or productive role characterizing an
individual at a given period of time.

VOCATIONAL: ADJUSTMENT (JOB ADJUSTMENT) - Tﬁ' compatabllity of the work
personality to the range of available work roleg in the work subculture.
Job adjustment, the more specific term, is defined as -on-the-job work °
behavior and is measured by the relationship between the work person-

.ality and the work roles characterizing a specific pogition,

VOCATIONAL DEVELOPMENT - A series of changes beginning in early child-
hood and occurring throughout 1life which results in the formation and.
modification. of the semi-sutonomous work personslity and the attributes
and competencies necessary for functioning appropriately in a wark or
pruductive role.

VUCATIUNAL EVALUATION (UUCATIUNAL TESTING) - The process aof assessing
an individusal's physical, mental, end emotionsl- ebilities, limitations,
and tolerances in order to predict his current and- future employment
potential and adjustment. It is.interdisciplinary and involves data
from within and outside the total rehabilitation areas. As such, vo-
cational evaluation is considered to be a process including evaluation

, from educational, vocational, social, medical factors, etc.
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VOCATIONAL GUIDANCE OR COUNSELING = A service generally offered per-
iodically over 8 considerable time aimed at aiding the individusl in
making vocational choices-and directing or developing the motivation
of the clients towards e specific or genersl vocationsl stdtus;
generally conducted within the framework or en interview or guided
discussion,.

VOCATIONAL TRAINING (OR INSTRUCTION) - A service or formel progrem
of specific plenned educestionsl sequences aimed at prepering an
individual for performance of a specific. job or cluster of jobs; may
-be termed Special Skills Instruction.

VOLUNTEER - Any peréorl who participetes in & program assisting others
without receiving compensation in the form of hourly weges or selarye.

_ _ WORK - Goal-directed activity towsrd socio-economic ends. In an

industrial subculture, most persons ere paid for working end sre
related occupationslly to the provision of goods or services through
employment or self-employment. Unpaid, volunteer sctivity is deefhed
productive work is the individusl and society consider it soclelly
useful. 0

.. WORK ACTIVITY CENTER - An orgenization or sub-unit of ean orgenizstion
in which productive work is incidentsel. to the ‘program of services
offered clients; defined by 1966 revisions of the Minimum Wage Lew.

WORK ADJUSTMENT - See vocational adjustment.

WORK EVALUATION - A program of assessment of work potentisl in either
an actual or simulated work situation; mey include performence of
standardized job samples or work semples drswn from productionj
focuses on motor skills associated with various tasks end job groups
and work capacity or persistence and speed. It is what the eveluator
° does, but may also.utilize data from the sheltered workshop' foremen,
~ the trade instructor, or the job supervisor: oo

WORK EXPERIENCE - Work experience ;é generslly reserved for clients
who have had prior work experience or training, but need a temporary
sheltered situation in which to ®*hrush up" on previously learned
skills and to prepere -for re-entry into the competitive lebor merkete

WORK PERSONALITY - An integrated, semi-sutonomous pert of the totel
personality which functlons as a constellation of work behavior, at-
titudes, and values menifested in typical work or achievement-
demanding situations. It is defined operationelly as the set of
" behavior patterns exhibited in s work situstion or the menner in which
- an individusl enacts & work role. ‘

WORK ROLE - A comprehensive pattern -of behavibr end sttitudes which
is socially identified as an entity in a work situetion end which is
connected with an occupation, job, or teske The person who is working -
is expected to play the sppropriste role for his type-of work. The
work role requires the abllity to work, the sbility to secure: work,
and the sbility to adapt to worke The productive role, 8 broader

, term, includes unpaid sctivities. o ' ool
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WORK SAMPLES - Taaks consisting of the physical representations of
replicas of the eusential work-relatied factors and tools of @n actual
occupational operation obtained from industry for the purpose of
evaluating a client's performance in relation to prevailing industrial
standards that represent the essential factors of an agccupation as it
presently exists in a community with 1little considerstion given to its
universal adsptation,

WORK STUDY PROGRAM - A program conducted cooperatively by the public
schools and the rehabilitstion agencies for secondary school students.
The general goal of this program is to creste @ unified academic,
soclal, and pre-vocational curriculum focused on prepsring pupils

for successful community 8djustment,

WORK THERAPY < Treatment using work experience to _change the work

personality, so that the rehabilitant can function appropriately in

a normal work situstion. Work therapy presupposes the ability to
control the work environment and to modify the behavior of persons

in that work setting in accordance with the needs of -the rehabilitant,

MDRKER - See employee.

WORKER TRAIT ~ A characteristic required to perform a function of an’
occupation and personal attributes such as 1nterest or ability which
may or may not have vocational implications.

WORKER TRAIT GROUPS - Worker traits common for a particular occupation
or job family. - -

ZERO REJECT - A concept which provides in substance that every
individual, regardless of age or disabllng condition, has a place in
the rehabllitation pattern.

. .
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INDIVIDUAL *REHABILITATION PLANNING

¥
| . .
V .

At Goodwill Industries each client, regardless of what phase of the progrem -
he/she is participating in, has had a personalized plan designed specifically
to help him/her meet his/her particular needs for services. The plen must
be formalized in writing and ensures client participstion through .the use
of sign-off procedures end client's inclusion into” the planning process.’
Inherent in this planning process are such questions as:

8. To what extent is the client prepared for employment?

b. UWhst job situstions could he/she deal with presently? -

c. UWhat ones could he/she deal with in the future? and UWhat
services could help him/her prepare for them? -

d. UWhat is his/her overall optimal. functioning level?

Af Goodwill Industries, the plan exis%é and is modified and changed as

needed throughout the client's program. It is developed In a rough form
by the screening committee accepting the client into the program and 1is
modified through the inteke process. By, the end of an individual's evalu-.
ation period, a more formal and comprehensive plan can be| drawn up for

the client. This is then used es a basis for the methods of services
which will be provided during the individual‘'s work adjustment and Jjob
readiness phases of the progrem. goels snd procedures used to attain them
will be spelled out in a concrete, understandable menner. The plan
includes, but 1s not limited to: :

Be Lnng-rangé employment goals and intermediate réhabilitation

, nbjectives. -

b. Presenting problems and services to be provided to deal with
them. k :

c. Responsibilities of’ the client and those administering the
services. '

d. The meaps by which Tevisions of the plan can be made.
e. Basis oh which the client will be determined to have become
rehabiiitated. :

-
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MODEL FOR VOCATIONAL EVALUATION
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Staff : |
Conterence -

Job
Tryoqts

informal
Conterences With ..
Other Staff

" Situational Or
Workshop Tasks

/ e Work \
/ ) . Samples \
Occupational information \
< And Exploration
/.
Péychologiéal
Tests

The Evaluation interview -

Biographical Data

Nadolsky, Julian M. - Establishment of a basis for the Developmenf of a Simulation Training Program for Vocatioral Evaludtors. VOCATIONAI

EVALUATICN AND WORK ADJUSTMENT BULLETIN. Voi. 8, No. 2, June 1975, 31-33.
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-1le0 Intake:

\R§
_ Definition and Goals '

\.jf:l \\
The Intake Process at Gonodwill xn;:3&

I ‘(

ries is designed to p
cedure for the selection of persons referred to Goodwill Fdr\employment
and/or rehabilitation programminge.

\ syide a pro-

It is a selection and in
gathering process designed to allow the staff to better undp

rmation
serve those accepted into the rehsbillitation program.

rgtand and
The goals of the Intake Process are to determine how Goodwillf
can best serve its clients'snd to allow for a smooth and or e ly ‘tran-
sition for those clients into the program.

1.1 Intake:

Basic Criteria (who is gerved)

__ Criteria for eligihilijy,inuthe Goodwill Rehabilitation Progra
T2 ) de

k»includes.r
Presence of a handicapping cundition or significant bérrier
to employment.
be

Absence of s severe medicel problem or emotiona
, ce Ability to provide for basic self-care.
§ . d.

1 distu*bance.
Potential: for progreéssion and growth in the program and the

presence of-a reasonable expectation thet such growth cuuld
take place.

¢ le?2 Intake:

1.2

Chart

1.30

1.34
Individual -
Reterred To
. Rehabilitation
Program

Intake E\
'——9' Interview
i
1.31 i

Imake Screening ‘
Committee

!
: |
‘ , b
1.32 \L’ )

W ﬁ‘fu
‘s Persdo;:‘ '

Accepted For

%rl‘o?l' Rehabilitation

Program

“xy,

e

Referral To
Another Agency




1,3

lo 3.1

1,302

?'\ 1. 3;3

1.3.4

1.4

Intake: Procedure (Chart E;plained) v o,

Intake: Reguirements

The 'first step for. every client 8 entrance into the program is the inltisl
intake proceas, ,

It begins when the counselor or caseworker sends to Goodwill Industries the
required referral form (Form R-56), which euppliee basic background inform-
ation on the client as well as a brief eummary of the initisl plans snd
objectives which the counselor envisions 8s part of the individuel's
programe .

when the referral form is received, the rehabilitation staff meets under "™
the leadershlp of the Rehsbilitation Director,

The malin purpose of the committee is to determine whether the client'ie
accepted into the program or not. If accepted, 8 general Plan of Action |,
is developed (the general components of the plsn as deVeched are out-

lined in Section. 1.4, Intake Reguirements).

If the individusl is not accepted into the program, referral to other
services is then instituted, .
The client beginning the Goodwill program arrives on the date specified by
the intake committee. If possible, an orientation or tour is recommended
for the client on & dete prior to that on which he enters the program,

At this point, the client begins the final phase of the intake process as
well as, the opening phase of evaluation, the Inteske Interview, It is
designed to collect bssic background data which can best be obtained from
the client and which 1s required for the case file, supplementing data
slready collected. It also ensures that sll necessary forms are signed

by the client. Because the hypothesis which results from the interview is
;n integrsl part of evalueticn, this 1s discussed in Section 243, Evaluati
rccedure.

-

#. The agency referral form (Form R-56) must be received from the
sponsoring agency for each tlient referred.

be The screening committee ccnslisting of the members of the
rehabilitation staff sand under the leadership of the Re~

- hsbilitation Director must be convened to staff esch pros-

pective client., Its duties are:

l. Determine uhether the individusl’ is accepted into the
program,.

2, Establish what services seem to be indicated for the
client, =

3. Determine a date suitable for the client'a entrance
into the program,

Ce A screening committee report detasiling determinations of the
committee is prepared by the Rehabilltation Counselor. One
copy goes to the sponsoring sgency and one to the case files,

de Intske Interview is conducted by the Vocational Evelustor, and
he ensures that all necessary forms are signed by the client.

KA
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1.4 Information, obtained, both from the sponsoring agency and the client,
. consists of:

1.
2e

3e
b,
Se
Ee

7o

_Basic data such as name, address, date of birth,
‘Background on the cllent'sJéducatlon, what schools attended,

what educational level attained.

Marital deta end/or basic information on the client's family.
Client's financisl status, (i.e., what is the source of
support).

Employment histery.

Information on the extent and nature of client's disability
ana work limitations, if .any.

Past testing results.

M

.
g
-
P

.
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-\m %k

Intake Interview
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Evalustion: Definition and Gosls

. The purpose of the evaluation process at Goodwill Industries is to deter-

mine {he. specific assets and limitations of each client as an individual.
This is accomplished by systematically utilizing work, either resl or
simulated, as a focal point for assessment and vocationsl exploration.

. This involves the gathering, anslyzing, and interpreting of significent

data (vocational, social, and psychologicel),

Tools used in the evaluation proceaé are the intake interview, biugraph-
ical data, psychologicsl end other tests, work samples, end situational
agsessment, i - .

The chief goals of evaluation are to uae the findings gained from the
tools mentioned above, to develop appropriste vocational objectives
with and for the client, and to recommend the services which will best
contribute to his or her vocational rehabilitatior,

Eveluation: Objectives

The objeltives of the evaluatlion program are to gather informetion on as
many facets of the.individual's life &8s possible and to assess the in-
dividual's abilities, aptitudes, capabilities, and interests which include
such behavioral characteristics as: ‘

8. Individual's reaction to frustration snd pressure,
be Level of work’ tolerance.
€e¢ Cooperativeness with supervisors and co-workerse
d. Reactions to praise and criticism.

" s Level of distractability.

"~ Also included are specific work charscteristics such sa:

%
8 Marual and Finger. flexterity.
b. Motor coordination ss well as eye~hand-foot and eye-hand-finger °
colrdination.
C. Counting and numericel ability.
de Discriminstion of color, size, spsce, and forms.
es Fpllowing instructions (verbal, written, end disgrams).

-




2.2

EVALUATION FLOW.CHART

Intake

. Interview . N :
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‘Evaiuatidn: Procedure

‘factors are favorable, he will begin his period of evaluation in work

Rs described in the intake process, the intske interview slso serves ss *~
a first step in the evalustion process. The interview coupled with dats
already obteined and the deliberations snd initiasl determinations of the
screening committee combine to form & rough hypothesis sbout the client

entering eveluation, This basicelly consists of ssking end ettempting to
answer the question, "Are the client's employsbility factors such as
work personality, work habits, and wdrk methods generslly favorable?"

If a client is referred for eveluation services and his employability

eampling and testing. Compenents are (contingent upon client's previous
testing):

_a‘ggégus_work_Samplas —

26362

26303

2e3el

be Menipulative and Dexterity Testing
Ce Interest Testing
de Aptitude Testing (what tvpes, cnntingent on work samples, result)
ee Intelligence Testing .
f. Personality and. Paychological Testing
(Projective psychological evaluation will be carried out by the
staf'f psychologiast when deemed appropriate.)

i1f, however, B client's employability factors sppear to be unfavorable or
major barriers to employment are indicated, the client would begin evelu=
stion in the Pre-Vocational Unit., Here, evalustion, combined with adjust-
ment techniques, sre designed to sssess and correct unfavorasble fectors.
Components of this unit are:

8. Work Activities which may be relsted to production jobs, but
which ere not strictly production oriented.

be Small group sessions which would cover such topics as grooming,
budgeting, and general community orientastion,

C. Work Adjustment technliques tolnmprove wortk related behaviors.

when the employabllity fectors have shoun favorable improvement, then the
client would begin the Work Semple Process (2e¢3¢1).

When e client completes the period of-work sempling emd testing, he enters
situational asaessment. Here the worker would be pleced on actusl job
stations st the Goodwill Store Building or the Contrect Center. (Plece-
ment here depends ypon the interests of the client 8s well ss demonstrated
aptitudes.)

Staffings

e Two to three week period of asssessment in uhich the evaluator
and supervisor or supervisora work together in asaessing client
performance.

he Mini staff meetings to include the Work Adjustment Counselor,
Rehabilitation Counselor, and Evelustor; which will finalize
vocational objectives and determine a rehshilitetion plan, both
with concurrence of the client,

Ce A full staff meeting under the lesdership of the Rehabilitation
Director will be held to review and concur or revise the re-
habilitation plan of sction. '

!
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2¢3¢5 The Plan of Actinn may point to: '

B8e Auxiliary Services -
be Referral to Work Adjustment v
Co . Special Skill Training =~

de Job Resdiness and Plecement

e. Sheltered Emplzymeht ) : -
fo. Referral to anGther agency :

ge Combination of several services

Zgh Evaluation: Requirements

gde Formulstion of a rough hypothesis 1is used to determine whether
client enters work sempling or the pre-vocetional unit. This
determinstion is made by the Vocations) Eualuatnr and the
Rehabilitetion Director.
. - _be -lssuance snd interpretation of tests by the Fvaluator and/or
Staff Psychologiste
Ce Short two-week report sent to the counselor followling work
., samples or for clients in the pre-vocetionsel unit which stete the
general indications end outlook for the client bt that point.
de Determination by the Evaluator that s pre-vocational client is
prepared for work samplese
e Manning of the pre-vocational unit by supervisors and evaluatinn
and adjustment personnel.
fe Meetings including the entire rehabilitetion staff as well as
mini meetings concerning the client, consisting of Eveluator, Work
Adjustment Counselor, and Rehabilitetion Counselore.
ge Rating of client in situatinnal assessment by supervisors and
evaluatore.
- he Final evaluation report, in three Qectinns, prepsered by the
Eveluator to include: ‘
1. Summary of testing f
- 2. Work Sample results ﬂ

3. Situstional Assessment summary
L, Rehabilitetion Plan -

265 Evaluation: Personnel

2.5.1 VOCATIONAL EVALUATOR

Purpose of the Position: To provide a progrem of vocationsl end work
evaEuat{nn utIlizIng sImulated wark samples and ectusl work to evaluete
those handicapped clientele limited in intelligence, education, culturally

deprived, physically handicapped, or developmentally disebled end who leck
sdequate work experiencee.

Supervision Received and Exercised' Works under and in colleberation with
the Director of Rehabilitation and Program Developmente Exercises general
supervision over clients undergoing evaluation. Coordinates efforts in
various ways with the Work Adjustment Counselors, Rehabilitation Counselor,
and production personnele. .

Education and Experience: Bachelor of Science or Arts degree in Peychology,
Sociology, Human Development, Rehabilitation Counselor Education, or a re-
lated field with specialized training in vocational evaluation geined through
participation in one or more short-term institutes on the topic., One or more
years of experience in workshop settings or one to three yesrs working with

.
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2,5.1 dilsabled or disadvantaged individuais in edutation or similar sres 1s
desirable. Should also have st least 12 semester hours of college level
cuurses 1n the behavioral or soclal eciencee. ]

. Sgecial Skille and Knowledges: e

8. HKnowledge of the rehsbillitation process.
be Ability to evaluste skills, training ability,’ ettitudes, work
habits, and personality strengths snd ueaknesees of dissbled
persons in 8 work setting. &
Ce Knowledge of disabilities and handicaps and their implications
with regard to worke
de Underatanding the world of work as well as the personality.
€ Abllity to anslyze jobs into thelr various components.
. f. Ablility %o collect, anslyze, end synthesize data into a mean;ngful
’ repart format,

‘buties end Responainilities: T ]

B. Performs intake on 81l clients entering the rehabilitatiun prugram

, and reviews the data obtained as well as past test results.

be Determines the best evaluation plan for the client. .

c. Under the supervision of the Rehabilitation Pizector, evalustes
clients on simulated work samples, and actual work tesks, and
makes 8ll observations pertinent to the evaluation.

de Prepares reports based on the data. snd channels them to the
Rehablilitation’ Directore.

ee leeps sbreast of literature 1n the fleld as well as changes in
area industry (for this coordinates efforts with Rehabilitation
Counselor).

. Standards for Measuring Performance

a. Quantity and Quality of work performed.

be Effectiveness in meeting deadlines end response to directions and
instructions given.

C. Adequecy and accuracy of reports as well as effectiye omal

*  communication.

de The manner in which conduct rerlects high standards of morals and
.integrity.

ees Effectiveness in judging peraunal characteristics and abilitiea
of clients.

2.502 EVALUATION ASSISTANT

Purpose of the Position: To sssist the eviiustor in gbserving client per-
formance, alding in the administration of work ssmples and tests, and per-
forming certain technicel duties ss sassigned by the evaluatore

Qualifications: Some knowledge of the behaviorsl sciences is desirsble
and/or femilliarity with the field of counseling and socisl caseworke
Essential personel attributes sre stability, discretlon, sensitivity,
patlence, and & cheerful disposition.

Duties and Responsibilities: Orgenizing materisls and arranging settings
related to work stations. Observations of client performance snd reactions -
“ to work samples and simulated or actual work as well ss prompt and accurate

> recording of observations under the supervision of the evaluetar.

; On=-the~Job Supervision: Each aaaiatant is closely auperviaed by medbers of
| the Rehabilitation staff snd follows guidelines as set by the Renebilitstion
: o Director.

- ERIC ‘ 34
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- 2.5.3 STAFF_PSYCHOLOGIST .

Purpose of the Position:- To provide a trained professional person on the
vensbilitation staff who can perform more comprehensive and technicel evelu-
ations of clients' capacities, 1g§grg%§s, apd Grae This is generslly
cerried out through the use ufggrujec ive .svalustion techniques. The staff
psychologist also may provide ~¥n=depth psychological counselipg, par-
ticulerly to those individusls whose problems often extend beyond the work-
relsted difficulties which lie within the nurview of the Work Adjustment.
or Rehabilitation Counaselor. “
Supervision Recelved and Exercised: UWorks under the genersl supervision

of the Executlve Director snd works closely with the Rehsbilitation
Director. General supervision and guidance 1s exercised in working with
the Vocationsl Eveluator end Eveluation Assistent.

- Education; Licensure in the discipline of paychology, Masters Degreé in

Paychuiugy, end is eligible for, or s member of, the sppropriate division
of the Americen Peychologicsl Associstion. S

Experience: Three to flve years experience in the field, psrticulsrly with
experience in working with phyelcslly and mentslly handicspped persons, to
include testing snd counseling. '

Specisl Skills end Knowledges: Must have a pleasing personslity, be 8
good 1istener, and sble to inepire end invite confidences., Must be sble
to express himeelf well, both verbelly and in writing, must sccept- -

" responsibility for the psychologicel counseling program and the recording

snd evelusting of resultse.

Duties snd Responsiblities:

8. Administers pre-progrem and in-progrsm tests of intelligence,
specific sptitudes, scholsstic schievements, intereats, and
personality. Treing others in testing end work ssmple technigues
and monitors the administration end results of such tests.

b, Participates in cese conference, me & professional consultent.

Coe May administer and interpret screening tests for steff and
supervisory applicants.

d, Attends conferences, seminsrs, snd meetings of - professional
societies and related groupse ‘

Standards for Measuring Performance:

8. Adequscy end effectiveness of his counseling ss evidenced by the
" progress of workers in finding 8 solution to thelr adjustment
problems. : .
be The adequacy and sccurscy of reports snd recorda.
c. His effectiveness in communicetions with others, both orslly or
: written. .
“ de The manner in which his conduct reflects high stendsrds of morsla
and integrity.
e, The effectiveness of the testing progrem se evidenced by the
progress of workers whose placement wes dictated by his testing
resulta. T,
foe The confidence placed in his work by Goodwill clients end workers,
es evidence by their-willingness to teke sdventage of snd benefit
from his counseling. )

e
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3?% Work Adjustment: Defini%ign.and Goals iy

Work Adjustment is the development and trestment of the work personality,
" bringing an individusl to his optimum level of vocational functioning
-and development through counseling; work experiences, and behavior
modification techniques. R N
The goal of work adjustment is to assist the individual in developing
"~ self-confidence, self-control, work tolerancgs and capacities, the ability
N to manage interpersonal relationships, and an pverall understsnding of’
~ the world of work. The development of these factors will enable the per-
- son to functlion effectively in the work situation,

3.1 = Work Adjustment: Objectives

Objectives of adjustment services 1ﬁblude the development of:

8. Physical tolerances 'such as sitting and standing
be UWork attitudes : Tt
c¢. Interpersonal skills with supervisor and co-workers
de Wwork habits such as attendance and punctuslity

o : - e. Appropriate grooming and dress

s f. Communication skills

- Qe Awareness of work rules -and regulations

he Orientation to competitive emnloyment practices .
i. Production skills (quantity and quality of work)




Review Auxiliary
Medical Services
Or Other Treatment
Objectives

vidoal | JUSTMENT FLOW CHART
Enters 3.30 , . 3.31
System initial Process h V— Review Plan
}
_ . _
| " Review of Case ’
Material
Plan 7
Review A
7 . Behavioral _
! o Assign Individual Objectives
To Counselor
Ucnﬁ".wu , Select Speciic 1
i " + Behavioral
Initial Interview Obijectives
%, - with Case Manager
e : Determine
Performance
. Critena
3.33 /_P ‘ 3.32
. implementation of -
Services Evaluate Plan
P Select New
= . Objectives .
Work Adjustment
Individual Counseling Discussion Grou w
" o] k!
mm:wqwqomﬁmmw%: Social Skills Determine Yes Is the Plan N\, Mo
) ' Criteria -  Successful? K .

Work Experiences

-]

[

IR

o

-

Adjust
Plan

AN

Review Plan With The
Person




) )
3.3 Work Adjustment: Procedure

Procedures for Work Adjustment - These are included in"thé totel Program
.Evaluation Reports from each division. . C : .

Initial Process - At the end of the evaluation period,"a Rehabilitation
Treatment PIanuis developed by the Vocational Eveluator with input from
the Rehabilitation Counselor and Work Adjustment Counselor. A review of
. this plan is made by the Work Adjustment Eounselnr, the floor supervisor,
and the worker himself, The worker should understand and agree to his
plan of rehabilitation, The Vocational Evaluator has the responsibility
for the formulation of the Rehabilitation Treatment Plan. The lork
v Adjustment Counselor has the responsibility for reviewing the plan with
the worker, modifying it, and controlling the plan to its completion.
The floor supervisor works. under the direction of the Work .Adjustment
Counselor. - V ‘ :
3e3.1 Reyiew Plan - As stated in the Evaluation Procedures, a plan is developed
by the Evalustor with specific béhavioral objectives and performance’
criterias The plan also includes procedures for bringing about the °
. required changes in behavior. At this point, the Case Manager revieus
- the plan to see to the fact that any and all suxilisry medical services
or other treatment objectives are being carried out and records the pro--
gress of the client in the individual's Case Loge.

Continuous observations of client behaviors are madé’by the floor super-
visors and recorded on 8 behavior identification form. This form is
completed during the first month of the Work Adjustment Process while

the client is placed in situational assessment. Thereafter, the behavior
identification form is completed once per three-month periode From these
observations, 8 Progress Report is formulated by the Work Adjustment
Counselor and is submitted to the various sponsoring agencies and is
signed and approved by the Rehabilitation Director.

3¢3.2 Evalustion of Plan - During the Work Adjustment Process, the above-mentioned
. monthly Progress Report is developed and modified as to best identify the
specific progress of the Rehabilitation Treatment Plen. . The Report
includes the following information: .

8e Extent to which the plan has been initisted.

: be Progress toward meeting behavioral objectives. -

S -—Ce Revision of the plen in conjunction with new behavioral- B
objectives and performance criteria, :

IN the plan is changed, the Case Manager, (Work Adjustment Counselor),
will review the changes with the client providing thet discussing this
with the client is advantageous to the facilitation of the Rehabilitation
Plan, and, therefore, of benefit or st lesst not detrimentsl to the
interest and well-being of the individual.

3e¢343 Services - As stated, all workers have a treatment plen developed which
stetes behavior objectives and performance criteria. To develop eand/or
change behavior, certain technigues are employed st the work station

f such as individual counseling, group counseling, behavior modification,

] modeling, etce In addition, control of environmental determinants is

E * usede These include type of supervision, work pressure, the position

g of the workers, the type of interpersonsl relationships, and work flow

| relationships, Also, small groups are formed sway from the work station

.and focus on such topics as budget-making, grooming skills, individusl

classroom instruction, etce It is the responsibility of the Work Adjustment ~
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36303 Counselor,to recognize thé need of the workers and develop these appro-
priate groupse Additionally, the Work Adjustment Counselor is required
to recognize when the worker is ready for job placemente Some workers
entering the Goodwill Rehabilitation Prugram pass through fuur phases
of developmente

ge Settling in
. be learning

ce Growth :

de Employability

The Work Adjustment Counselor maskes appropriate recummendstions for
. supportive services, specific skill training, extended employment, job
readiness and placement, or referral to another agencye.

Work Adjustment: Reguirements

8e One month initisl observations report by the floor supervisor
' and a behavior identification report every three months there-
. after.
be A monthly report of progress relative to the revision of the
Rehabilitation Treatment Plan by the Work Adjustment Counselor,
- while the client is in or undergoing work Adjustment.
¢e Development of small groups by the Work Adjustment Counselor.
de Recognition of employability by thegwurk Adjustment Counselore

Je5 Work Adijustment: Personnel

VOCATIONAL REHABILITATION COUNSELOR (WORK ADJUSTMENT COUNSELOR)

Purpose of the Position: The purpose of adjustment services is to bring
about changes in client behavior, This includes all behaviors that inter-
fere with the client's attempt to become a functional independent member
of the community in which he lives. This staff member uses technigues
such as individusl counseling, group counseling, behavior modification,
attitude therapy, role playing, and individuel and classroom instructiuns
to bring about desired changes in client's behaviore

Supervisiun Received and Exercised: Works under the supervision of the
Rehabilitation Director and coordinates his efforts with the rehabilitation
teame Has fumctional suthority over the floor supervisors in the ares

of rehabilitation. Conflicts between rehatiilitation and production are
resolved by the Rehabilitation Director in cooperation with Workshop

Director and Operation Director.

Education and Experience: Bachelor Degree in Rehabilitation, Psychology,
or related Tlelde One or more years of experience in rehabilitation,
social work guidance, or a two-month intensive internship in a reha-
bilitation workshope A Masters Degree in Rehabilitation Counseling can
supplement the experience or internship requirement.

Special Skills and Knowledges: Must have “the ability to recngﬁize and
estimate "movement® during adjustive process, leee., tO determine with
sufficient sccuracy whether positive changes are taking place in this or
that area of the "vocationasl pattern" and whether the changes apparently
observed pnint to a tptel favorable outcomee .

“ Must also have knouwledge of the principles uf behavior modification,
individual counseling, and group counselinge

ERIC . 1
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Work Adjustment: Procedure

- Initial Process - At the end of the evaluation period, a Rehabilitation

Procedures for Work Adjustment - These are included in the total Program
Evaluation Reports from each division,

Treatment Plan-is developed by the Vocational Evaluator with input from

the Rehabilitation Counselor and Work Adjustment Counselor. A review of

this plan is made by the Work Adjustment Counselor, the floor supervisar,

and the worker himself. The worker should understand and agree to his

plan of rehabilitation. The Vocational Evaluator has the responsibility

for the formulation of the Rehabilitation Treatment Plan. The Work

Adjustment. Counselor has the responsibility for reviewing the plan with

the worker, modifying it, and controlling the plan to its completion,.

The floor supervisor works under the direction of the Work Adjustment
Counselor, S

Review Plan - As stafed in the EValuatipn Procedures, a plan is developed
by the Evaluator with specific behavioral objectives and performance

criteria, The plan also includes procedures for bringing about the
required changes in behavior., At this point, the Case Manager reviews
the plan to see to the fact that any and all auxiliary medical services
or other treatment objectives are being carried out and records the pro--
gress of the client in the individual's Case Log.

Continuous observations of client behaviors are made by the floor super-
visors and recorded on a behavior identification forme This form is
completed during the first month of the Work Adjustment Process while

the client is placed in situational assessmente Thereafter, the behavior
identification form is completed once per three-month periode From these
observations, a Progress Report is formulated by the Work Adjustment
Counselor and is submitted to the various sponsoring agencies and is
signed and approved by the Rehabilitation Director.

Evaluation of Plah -~ During the Work Adjustment ﬁrocess, the abbve-mentioned

monthly Progress Report is developed and modified as to best identify the
specific progress of the Rehabilitation Treatment Plan. The Report
includes the following information:

e Extent to which the plan has been initiated. -

————— ———-be - Progress-toward-meeting-behavioral objectives, T

- 36363

Ce Revision of the plan in conjunction with new behavioral
objectives and performance criteria.

JIf the plan is changed, the Case Manager, (Work Adjustment Counselor),

will review the changes with the client providing that discussing this
with the client is advantageous to the facilitation of the Rehabilitation
Plan, and, therefore, of benefit or at least not detrimental to the
interest and well~being of the individual,.

Services - -As-stated, all workers have 3 treatment plan developed which

states behavior objectives and performance criteriae To develop and/or
change behavior, certain techniques are employed at the work station

such as individual counseling, group counseling, behavior modification,
modeling, etce In addition, control of environmental determinants is

usede These include type of supervision, work pressure, the position

of the workers, the type of interpersonal relationships, and work flow
relationships, Also, small groups are formed away from the work station
end fzous Gin such topics as budget-making, grooming skills, individual
classroom instruction, etc, It is the responsibility of the Work Adjustmen

16
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bEpunselor,tu recognize the need of the workers and develop these sppro-

priate aroups. Additionally, the Work Adjustment Counselor is required
to recognize when, the worker is ready for job plscement. Some workers
entering the Goodwill Rehsbilitation Program pess through four phsses
of develcpment.

8e Settling in

be Lesrning

Ce Growth - :

de Employability : *

The Work Adjustment Counselor makes appropriste recommendstlions for
supportive services, specific skill training, extended emplpyment, job

‘readiness and placement, or referral to another agency.

work Adjustment: Reguirements

8 0One month initial observetions report by the floor supervisor
and 8 behavlor identificatlion report every three months there-
after.

be A monthly report of progress reljtive to the revision of the
Rehabillitation Treatment Plen by the Work Adjustment Counselor,
while the client 1s in or undergoing work Adjustment.

Ce Development of small groups by the Work Adjustment Counselor.

de Recognltlon of employability by the Work Adjustment Counselore.

-Work Adjustment: Personnel

VOCATIONAL REHABILITATION COUNSELOR (WORK ADJUSTMENT COUNSELOR)

Purpose of the Position: The purpose of adjustment services 1s to bring
sbout changes in client behsvior, This includes all behsviors thset inter-
fere with the client's attempt to become 8 functionsl independent member
of the community in which he lives. This staff member uses technigues
such 8s individual counseling, group counseling, behsvior modification,
ettitude therepy, role playing, end individual and clessroom instructions
to bring about desired changes in client's behavior,

Supervision Recelved snd Exercised: Works under the supervision of the
Rehabilitation Director snd coordinates his efforts with the rehsbilitetion

team.—Has-functional autharity-ever-the floor supervisors in the area -
of rehsbilitation. Conflicts between rehabilitation and production ere
resolved by the Rehesbilitation Director in cooperatign with Workshop
Director and Operstion Director.

Education and Experlience: Bachelor Degree 1in. Rehabilitatiun, Psychology,
or related flelds, Une or more years of experience in rehabilitetion,
social work guidence, or 8 two-month intensive internship in 8 reha-

bilitation workshop. A Masters Degree in Rehabilitsetion Counseling can
supplement the experlence or internship requirement.

Specisl Skills end Knowledge : Must have the ebility to recognize end
estimate "movement" durlng adjustive process, i.e., to determine with

~ sufficient accuracy whether positive changes are taking place in this or

that area of the "vocetlionsel pettern” and whether the chenges apparently
observed point to a totsl favorable outcome.

Must also have knowledge of the principles of behavior modificetion,
individuel counseling, end group counselinge

1o
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Duties and Resgnnsibiiities: The primary gosl of aVMDrk Ad justment
Counselor is to assist the workers in dealing successfully with the work

environment, -.To accomplish this task, the staff member performs the
following which are directly-applicable tn the pnsitinn.

de

,,,,, - . _..__and specific employahility factors. s el e ]
Becomes familiar with the exigting client's persnnal prnblem -

be

Ce

de
Be

fe

Qe
he

i.
Jeo

a4

'Stendards for Measuring Performance: This professional employee's

Becnmes directly involved with thewclient during wnrk evaluation
begins to form early hypothesis about.the individual's genersl

through interview and any evaluation and recommendations on

his personal history,.

Forms a rehabilitatinn plan together with the client and work
evaluator.

Carries out the rehabilitation plan on the production floor,

or in a classroom situation by the use of any ethical treatment
technigues necessary to produce the desired results,
Evaluates’ the rehabilitation plan on an out-going basis to see
if the desired results are taking place. The plan should be
constantly up-dated.

Recognize whén the client is. ready for placement and makes the
proper referral,

Keeps_ all ‘file folders up to date; must follow C.A.R.F.
Accreditation procedures,

Attends and participates in conferences, seminars, and meetings
cf professional societies. A

Participates in caese conferences and staffings. T
Performs related tasks as required,

Q

effectiveness will be measured by the following standards:

Be
be

! Ce,

de.

Be

<
0

Ability to change behaviors on the production floor.

His ability to develop innovative ways nf dealing with mal-
adaptive behaviorse.

His effectiveness in influencing floor supervisors; securing
their cooperation in dealing with clients ig essential.

His asbility to take new research materials and initiate it in
the programe.

Ability to put on in-service training prngrams to disseminate
latest developments in the field,

&

— £, His ability to meet deadlines and his response to sJLcial

Qe

requests and the expressed desires.of management.
The manner in which his/her conduct reflects the high standerds
of morals and integrity expected of all Goodwill staff personnel.
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Job Resdiness & Placement: .Definition and Goals

The Job Readinesa and Placement phase of the Rehabilitation Program prepares
clients for work and assists them in locating, securing, and retaining
suitable employment. These skills are taught through individuel counseling,
group counseling, and classroom sesslions.

The over-all goal of the Job Readiness and Placement phase 1is to tesch
clients, who have successfully completed other rehabilitation services,
the necessary skills in locating, securing, and retsining competitive -
employment.

Job Readiness & Placement: Objectives

The major objective of the Job Readineas and Placement phase is suitable
job placement. Minor objectives which serve as steps towsrds job place=-
ment ares

a. Establishing a realistic vocational objective
be Identifying job sources ‘
ce Preparing job aspplications and resumes
de . Interviewing for a job
 ge Dealing with work related problems
f. Learning proper grooming hablts
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b3 Job Readiness & Placement: Procedure :
| ke3.1 Job Placement Services begin from the time & client enters the Goodwill
| ‘ program. A reslistic vocational objective must be established towards -

. which the rehabllitation team will strive. The rehabilitetion team is
made .up of the client, his family, the referring agency counselor, Good-
will staff members providing the needed services, ‘and agencies providing
ancillary services. The client's realistic vocational objective is the

. basis upon which vocationsl rehabilitstion services ere provided.

“, L]

Vobationel Evaluation provided by the vocational evaluator and vocational
counseling provided by the rehabilitation counselor sid the client in
-the selection of an initisl vocational objective during the eveluation_
process.- The initiel vocetional objective may be specific or genersl

but will give the rehabilitastion teem direction as to what services will
.be needed to sid the client meet the demands of his vocetionsl objective.
- Vocational Counseling will be concerned with three ‘(3) major aress of
occupational choices es stated in "Platement Services in the Vocational
Rehsbilitetion Program® (Dennis J. Dunn, December, 1974).

8. Self=Understanding - Information gathered sbout the client from
background materlel, interviews, testing, work samples, end
situational assessment will be provided the individusl in the
occupational snalysis scheme used in the "Dictipnary of Occu-

. pational Titles" (U:S. Dept. of Labor, 1965) in’ terms of the
following seven major occupational requirementa'

. Generasl Educational Development . .

Specific Vocetional Preparation
Aptitudes

Interests T

Jemperaments

zpyeical Demands

orking Conditions . ,

be QOccupation Information - The "Dictionary of Occupetion Titles" -
supplemented with informetion geined from job analysis studies of

' . area employment opportunities as well as other occupstionsl in-

.. _formation will be provided the client. This informastion will

_ : -—: afford the client the opportunity to gesin insight into the world .
| of work and thus be able to establish a more realiatic vocational
| g " objective. )

| ce Decision Making,v Through counseling, the client will be sided

| - in his desling with the understsnding of himgelf and information .
| regarding the world of work to make s choice of a reaslistic

| vocational objective. - : :

| 4e3.2 Work Adjustment - If through the process of Vocational evaluation, signifi-

cant barriers to employment are diacovered, and 1t is felt by the Re=-
habilitation team that Goodwill's Work Adjustment ‘program will he instru-
mental in over-coming the barriers, the client then moves into the work
adjustment Phase. .

During work adjustment, the rehabilitstion counselor assists the client

and work adjustment counselor work through the existing barriers to em-

ployment by helping to detect end define these barriers. I barriers and
limitations to employment exist that appear to be insurmounteble, the

: Rnhabilitatiun counselor can aid the client and work adjustment counselor

JU ) \
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The question is then ssked - "Is the person employable?" Does the person

Job Readiness - A client's plecesbility is his sbility to obtain end retal’

i
4

in the re-determination of a vocationel objective which is more reslistic
in light of apparent unchangeable limitetionse.

During vocationsl evaluetioﬁ snd/or work sdjustment, the client's Case
Meneger msy recognize growth in the client's work personslity ss to the
following growth factors.

8. CLonforming in sppesrsnce end behavior with standerds set by
, the rehsbilitstion programe )

be Complying with work rules end reguletions of the Vocational
Rehabilitetion Training Fecilitye.

Ce Following directions given by supervisore.

de UWorking st a steadier pace end mainteining thet peace for an
entire work daye

e. Periodicelly expressing dissetisfection with present work
Station and desiring to progress to something better.

f. Beginning to exercise control over his own behsvior, thus
needing less reinforcement of praise or punishment,.

meet the seven occupsticnal requirements of his vocetional objective as
established in the "Dictionery of Occupstionsl Titles"™ end displays the
following job retention behsviors:

a. Terdiness - only occesional leteness cen be accepteds No more
than once or twice per monthe

b, Absenteeism - only occesional sbsence.from work cen be tolerated.
A genersl rule is 0 to 1 day per month. '

ce Relstionships with co-workers - ® good repport with co-workers
is necessary. If open hostility or rejection by co-workerg is
evident, the client will have 1little chence of retsining employ-
mente.

d. Relstionships with supervisors = thg sbility to accept super- ‘
vision and constructive criticism without displeying anger or
resentmente. ’ - )

es Producing necessery quentity of work - the required smount of

- work must be produced by the client for eany one perticuler jobe

fo Producing quality work - the work produced must be within tol-
erance 88 to qualitye. if}

This question is enswered by the Rehabilitetion Counselor and the Program

Manager in 1light of the criteris statede If the person is not determined
employabls, the barriers to employebility are defined and the client's
rehabilitation trestment plan is revised to overcome these barriers.

If the client is determined employable by his Progresm Mensger and the
Rehasbilitation Counselor, he then enters the job reediness and placement,
progrem to incresse his placeabllitye. ‘

©

employment in 8 given geographicel erea. The job readiness program will
sid @ client to incresse his placeebility by providing him the opportunity
to incresse his skills in the following ereses:

3
A

I. Identifying Job Spurces

“
Objectives - To ensble the client to identify, locate, end utilize *
sources which will help him obtein employment,
To present telephoning procedures which will leed to @
job interview.




“h.3.3 To encourage the client to ask guestions about the job °
; which may determine his jab satisfaction.

Skills taught: ‘
l. UWhere to look for work
2o How to obtain information on particular jube
- - - --——— - -3¢ - How to sppear-to employer-and/or—interviewer— — —
be How to advertise yourself or service
5 How to call Por an appointment and cullect infurmatiun
about interview by asking guestions

—

II. Preparing Job Applicatiuna and Resumes

Objectives -~ To present the essential parts of a resume.
To encourage clients to write a resume according to
criteria presented. To suggest handing in the resume,
prepered with help, instead of filling out a form by
those who have inadequate reading and writing skill.
To illustrate methods of developing 8 resume which use
8 posltive approsch for clients with handicaps.
To explore possible ways of handling béth general and
difficult questions on the applicatiun farme.

Skills taught: .
l. How to prepare a resume

2. UWhat information to include in uriting a resume
3. How to choose proper references

L. How to fill out an application form currectly

5. How to answer problem questions asked by employer

II. Interviewing for a Jab

Objectives - To point out the two-way decision meking process in
the interview.
Ta 1dent1f¥‘ecceptable work behaviors which employers
~ look for in 8 good workere :
To exhibit appropriate interviewing sppesrance. h
To stress the importance of planning before the 1nter—
view takes place.
Tao emphasize the need to know what conditions might
bring sn individusl job satisfaction.
To introduce role playing as & learning technique.
" To present business manners that are expected in an
interview. ,
- To encourage the spplicant to take & positive approach
sbout his disabilities.
To encourage the applicsnt to describe his disabilities
a in a brief but positive manner,

Skills tsught:
l. How to compose a list of amsets .
2. Uhat the employer expects of "the worker
How to sppear for an interview
4. Preparing your mind for an interview
5. Role fdlaying interviews
6. How to'present oneself at an interview .
7. How to )ahswer questions asked by interviewdy
8. How to‘end sn interview

W
.

E (: During the pravision of the job resdiness prngran, the question is aaked,q
R\/ "Is suitable smploymant aveilable?" 59
L e}
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" to sid in the job adjustwent process. Job ad]

4,3.3 Through job, analysis of existing and developed employment oppertunities,

the demands which a job will place upon the worker are identified in the
following seven areas sccording to the "Dictionary of Occupationsl Titles™:

a. Genersl Educational Development

be. -Specific Vocational Preparation
ce Aptitudes © b o
de Interests

" e [Iemperamenta
f+« Physical Demands
ge UWorking Conditiona

In addition, the employer's selection criterias and procedure are snalyzed,
and the standsrds which the client must meet prior and during the interview
ere identified. (See job opportunity form) If suitable employment is ;
avallable, the client moves into the Job. placement process.

Job Placement - Through counseling, the infermation gsined from the jab
analysis is provided the client to prepare him for the interview situatior
The client is encouraged to arrangs the interviews on his own, Huwever,

. 1f necessary, the Rehabilitation Counselor will aid the client in srranging

an interview snd provide transportation. The client will take with him
hia prepared reaume to use as an aid to completing the employment
application form or as a substitute for it.

Once the client has secured suitable employment, the Rehabilitation

Counselor aids the client in establishing necesssry transportation or
living errangements, (See job placement report) )

Transitional Employment - If suitsble employment is ‘not availesble, the
client remailns gn the Rehabilitation workshop as sn employee until a
suitable job is located, UWhile in transitionsl smployment, the client

. may be recommended for further work adjustment trsining and/or further

job readiness and placement training to further enhance his placesbility.

Referrsl to snother sgency or school - During Transitional Employment,
the question is asked, ¥1s further vocetional training necsssary for e
succeasful job placement?" Further vocational treining csn include en-
rollment in a trade school, college, or snother vocationsl rehabilitation
program, If the client and Rehabilitation Counselor. sgree that further
training is necessary, the client is referred end/or makes spplication

to the appropriate sgency or school. (See discharge report)

Job Adjustment Once the client has obtained employment, the Rehabilitation

Counselor will maintain follow-up contact utthjtha smployee and employer
stment services will be

provided during the client's sntire probastlionsry employment period of

or =» minimum of three months, (Sse job adjustment report)

Job Adjustment Services include:

8. Individual counseling and advocacy for client,

be Referral to other social snd rehabilitstion sgencies to provide
necessary supportive services, )

ce Consultive services to management snd supervisory psrsonnesl
through handling disputes and other work-relsted probless such
as disoipline and attsndance.

During job sdjustment, two basic questions srs asked: "Is the employe?
satisfied with the work personality of the client?" snd *Is ths client
sstisrisd with thas reinforcements of the job?" _ “

9O A.
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In addition, the job must meet the following standards to be determined
a sultable placement (Seventh Institute on Rehabilitation Services, 1969).

3. Client is maintaining adequate inter-personal relationships
an acceptable behaviors in the job environment.

be Occupation is congistent with the client's capacities and
abilities.

Co -Llient possesses acceptable-skills to perfoym»nr continue the
work satisfactorily.

do Employment and working conditions will not aggravate the client's
disability, and the client's disability in the job setting will
not jeopardize the health and safety of himself or others.

e« Wage and working conditions conform to state and federal statutory
requirements.

fe Employment is regular and reasonably pgrmanent.

ge Client receives s wage commensurate with thet paid other workers
for ?imilar work (Seventh Institute on Rehabilitation Services,
1969).

In Employment-Inactive - If the job is determined suitable by the eight

criteria stated in 4.3.7, Job Adjustment), and the client has been accepted
as a full employee after successfully completing the probationary perigqd,
the client is classified as In Employment, A discharge report will be

sent to the referring agency. Follow-up contacts will be made with the
client as well ss with the employer at least twice per yesr. (See Discharge
Report) The Rehabilitation Counselor will be available for counseling

and consultation on an indefinite basis, If the cllient becomes unemployed,
he will be encouraged to return tp Goodwill Industries for re-entry into

the rehabilitation program or referral to another agency for services as
needed.

Job Readinpss & Placement: Reguirements .

8. Aid clients to establish vocational objectfves through vocational
counselling.

be Determine employability and placeability of clients.

c. Conduct Job Readiness classes to incresse placeabllity.

de Act as Program Maneger for clients in Job Readiness, Job Placement,
Transitional Employment, Job Adjustment, and In-Employment
S5tatuses.

ee. Conduct job analyaia of available employment,

fe Prepare Job Placement Reportse.

tje Prepare Job Adjustment Repurtse.

he Prepare Discharge Reportse.

Job Readiness 8 Placement: Personnel S .

REHABILITATION COUNSELOR

Purpose of the Position: To provide sérvices to handicspped and disabled

persons in selecting, preparing for, and followlng a vocation which leads
to rehabilitation. Counseling in problems of a work-relasted nature and
instruction. concerning job seeking and job keeping techniques sre also
important aspects of the Jobe.

Supervision Received and Exercised: UWorks under the supervision of the

Rehabilitation Director and works closely with the Work Adjustment
Counselors, and Vocationsl Evaluator. Has genersl supervision over clients
in Job Readiness and/or Job Placement status.




heS5 - quucatiun and Experience: Bachelors degree in Counseling, Psychulugy,
Rehabi on or'a related area. Should also have one or more years
of experience in rehabilitation or a related area such as social work,
vocational guidance, employment ceounseling, or placement. Plus evidence

of satisfactury completion of at least 12 semester hours of college level
courses in the behaviorsl or socisl sciences.

Special Skills and Knowledges:

Be Must have a p19851ng personality, able to 1nvite and inspire
confidence,

be Must have an above average character and be able to express
himself well both verbally and in writing.

Ce Must have knowledge of individusl and group behavior as well
8s the ability to observe and 1nterpret personal characteristics
of clients.

de Must have a good knowledge of princ1p1es of vocational guidance,

e Above all, should have 8 familiarity with the local job market

- and possess the ability to match people with jobs appruprlate
; . ‘ to their level of skills and abilities.

—Duties and Responsibilities:

8« Provides counseling services designed to encourage andusuppurt
the handicepped person in his efforts tuward finding suitable

employment.

be Coarries out job analysis, job placement, and follow-up for those
clients entering competitive employment.

Ce Carries out an instructional program of job read;lness% those
clients who are preparlng to enter competitive employme

de Assists the client in formulating a suitable vocational objective.

€e Functions as 8 lisson representative with the Bureau of Vocational
Rehabilitation :

fe Prepares case ;ecurds and reportse.

g Weeps abreast mf litesroiure in the field as well as changes and

. trends in the ﬂucal job market.

:tandarns for Measurlng,Perfurmance.

8e Adequacy and effectiveness of counseling as evidenced by the
progress of clients-in the job readiness programe.
b. The extent to which he can project the program to clients and
various agencies,
Ce The adequacy and accuracy of reports as well as effectlve oral
communications,
. de His ability to meet deadlines and response to directluns and
, , instructions given.
ee His degree of success in finding suitable placement for clients
* and in following up to assist in ensuring the success of the
satisfaction of the employer.
F. The manner in which his cunduct reflects high standards of morals
““and 1ntegr1tv.

oe
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5.1 .

Sheltgred‘gmpldyment:‘ Definition and Goals

Sheltered Employment is a Service of Rehabilitation provided clientele

who have undergone rehabllitation efforts, but who are presently unable
to paryicipate in competitive employment. These individuals typicelly

produce less than the amount of production required of them in the com=-
petitive labor market. .

' <

The primary goal -of sheltered employment is as fdlldws:

To promote an.envirdnment in which the client can be given the
time to obtain necessary work experience and the freedom to
test out his work relationships and attitudes in order to
develop his/her optimal level of functioning.

Sheltered Employment: 0Ob.ijiectives

Sheltered Employment objectives are as follows:

8. Provide remunerative employment for an indefinite period for

5.2
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individuals who sppesr to be unemployable in competitive labor
market.
b. All services are aimed at the client's achieving at least
successful employment in the facility.
C. Review and re-evaluation are .ongoing to identify individuals who
have developed sufficient skills to move into transitional em-
~ ployment or the comjetitive labor markete.

Sheltered Employment: Procedures

The client may enter the sheltered employment status through a variety of
means. The individual may enter following the efforts of the Buresu of
Vocational Rehabilitation or the Mental Health/Mental Retardation Base
Unit who have found the client possesses no present competitive employment
potential. This may occur after the client has received. services such as
evaluation and adjustment at the rehabilitation facility, or the client
may be referred directly for sheltered employment services.

Intake - All individusls who enter the status of extended employment will

undergo the intaske process. For some sheltered employment clients, this
may have already occurred before receiving evaluation and adjustment ser-
vices. Those referred directly to the facility for sheltered employment,
however, must undergo the intake procedure before they may begin their
program of servicese.

For an explanation of the intake process, see Section l.3, Intake Procedure.

Evaluation and Re-evaluation - All individuals in a sheltered employment

status must undergo a8 period of eveluation and re-evaluation or review at
least once every six months.

8e This procedure begins with the work adjustment counselor's review
of the MDC Behavior Modification Form, submitted by the work
supervisor. (This form must be submitted at least once every
three months to identify client behaviorse.) In addition to this
form, supplemental gosl-planning charts and additional behavior
identification materials will be reviewed to determine client
progresse. N




50242 - be At the end of the first six-month period of sheltered employment,
‘ and every six-month period thereafter, ® report will be prepared,
or previous report revised, by the work adjustment counselor to
include: , . -

l. Positive and negative aspects of work personality.

2. Behaviorsl and work observations, which will detsil the *
extent of client's progress. -

3. Development, restatement, or revision of a plan of re-
habilitatione. This includee those designeted to cerry
out the plane.

4., A recommendstion will be included which will state. whether
the individusl has shown sufficient progress to enter or
re-enter the transitional phase of the renabilitation pro-
gram, OTr whether he will require continuation of long-term
services. Provision will slso be made for any new recom-
mendations of ancillary services necesssry in further

. essisting the individusl's progress,
5« Provision for a duel signature must be made to differentiate,
_between the client's spproval of the report or 8 mere sign-

off—nf“the Teport.

Ce This report will be submitted to the Rehabilitstion Director., He
will then suggest any necessary changes or edditions. When the
report meets with his spproval, he will sign and re-submit it
to the work adjustment counselor.

de Upon receiving the report, the counselor will then srrasnge for a
meeting with the Operstions Director (or Workshop Msnager), Re-
habilitation Director, Vocational Evelustor, snd supervisor.
This committee will henceforth be referred to as the Report
Review Committees It is st this meeting that the report will
be discussed and, if necessary, sgain revised or signed snd
approvede Following initisl discussion, the client will also
be invited to the meeting. .

If unable to attend the meeting, the Rehabilitation Director will
ge notified of any changes or revisions mede.

€e The report will then be placed into the client's file snd will be
reviewed and revised as necessery in accordence with these pro=-
cedures every six months or as the need arises. Any. revisions
are subject to the spprovel of the Rehsbilitetion Director and
the Report Review Committee ; .

52¢3 During the period of time the individual is in sheltered employment, he
. will be continuously undergoing the process of work and personsl adjustment
(See Section 3.3, Work Adjustment: Procedures). The client will also
receive individusl vocationsel counseling, and sociasl casework services
Just 8s sponsored transitional clients sre receivinge.

-5¢3 ' Sheltered Employment: Reguirements

8e Inteke.Process--Esch individusl before entering the rehsbilitation
program will undergo the intake process. This responsibility
for this process will be delegated to the Vocstionsl Eveluatore.
The inteke process will be initiated by & complete physical
examination end the findings of this exdminstion will then be
placed in the client's file. For stendard intaske procedures,
see Section 1.3, Inteke: Procedure.
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Preparing a&d submitting Behavior Modification and Goal Attain-. l

ment materials to the Work Adjustment Counselor every three

munthe by the supervisaor.

Preparation or revislon by the Work Adjustment Counselor and

|
.. {

submission of a report with rehabilitation plan and recommendations
to the Rehabilitation Directur fnr review.

Meeting by the Report Revieuw Cummittee to determine client'e oo
progression in the program. Included are Work Adjustment
Counselor, Rehabllitation Director, Evaluator, Operations
Director or Workshop Manager, and the eupervieur.

Provision of continuous adjustment services by the Wor Adjuste
ment Counselor as well as necessary vocational counseling by the
Rehabilitation Counselar.
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ADVOCACY SERVICES

An advocate is one "who pleeds the csuse of another,” one who "defends or
espouses any cause by argument." Advocacy means "taking a stend for."
Persons who are handicapped, and particularly the severely hsndicapped,
individually and collectively need advocates, extending over lengthy per-
jods of time from a variety of professions and disciplines. '

Goodwill Industries of North-Central Pennsylvania, Inc., not only believes
in advocacy--Goodwill is an advocate for all of those handicapped and
disabled individuals served by its professional, humanitarian staff and
their persidtent efforts in seeing that the rights of "those being served"
are being protected; and -that, "those being served" are recelving all the
necessary supportive humen services needed to develop and/or restore them
to economic usefulness to the extent of thelr capabilitye -.

Goodwill's "welk-in" information and referral service and “walk-in"
employment opportunities are evidence of this Goodwlll extending such
assistance to those who need someone to intercede for them.

The concept of "normelization" as carried out through de=institutionalization;—
the "Right to Education" and Affirmative Action have rd -enforced Gopdwill's
feelings for the necessity of Advocacye : ' :
Currently, it is this Goodwill's belief that more advocacy assistance is

needed for "those being served" than Goodwill alone can provide. Thet is,
there exists a need for an area Advocate Agency, separate from the

deliverer-of service, to break through the bureaucratic immohility to meet

the needs and protect the rights of the individuel. The creation of such

_an "apparatus" would delineate the legal rights of the handicapped and

disabled; serve as a receiving center for their needs, with outreach
responsibilities to the community; and serve as an adversary advocate

for the handicapped and disabled individual, "in and out of institutionas,”
vis-a-vis the commuiiity agency or the state itself. .

The role of the advocate tskes on various forms sround the worlde The
most comprehensive, perhaps, it is the Ombudsman role, as exercised in
Denmark and Sweden. Goodwill Industries of North-Central Pennaylvania,
Ince., strongly feels that such a program--"ombudsman for the handicapped"”
would serve a most useful role in vocational rehabilitestlion offices, in
the public schools, and in a county human services agency. An ombudsman

in such settings could further help to assure that handicapped individusls
of all ages receive the full measure of their entitlement under the law,

that their general snd special rightg are protected, and, thelr vocational

and educational opportunities commensurate with their abilities are fully

and continuously with them.

It is the belief, then, of Goodwill Industries of North-Central Pennsylvania,
Inc., that advocacy in a formal, legalistic sense must remain the function
of & public agency (as in an Ombudsmen Program) or in the voluntary

sector of organizations of handicapped individuals or parents of the handi-
cepped and that less formally, it is the role that can be assumed by ‘any- .
one who cares.
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PROGRAM EVALUATION

PROGRAMMING FOR_IMPROVEMENT

Numerous results and benefits are geined by Goodwill Industries of North-
Central Pennsylvania, 'Ince, through the copcept--Programming For Improve-
mente The primary results and beneflits asre this facllity's cepabllities
in carrying out NEEDS ASSESSMENT THROUGH SELF-STUDY AND EVALUATION. As
‘such, the opportunity to increase the capablility of this facility's over-
all perfnrmance emerges through continuous, on-going prodram evaluation
and needs assessment. A major value of gaining such a graphic picture of
this facility's vocational rehabilitation services is that it spotlights
the areas 1n need of strengthening and thus yields a useful guide to the
planning of needed improvements for services to the severely disabled.
Goodwill firmly belleves that it is most desirable for agencles, such as
Goodwlll Industries of North-Central Pennsylvanlia, Ince., to develop plans
for improving vocational servicese Such planning usually flows from the
on-going evaluation and a continuous cycle of planning, implementation,
and assessmentes The strengths and weaknesses uncovered through such self-
study and evaluation processes assists this fzocllity in the development

of a timetable for effecting further improvements in the following eresss |

PLANNING FOR VOCATIONAL SERVICES

VOCATIONAL REHABILITATION PERSONNEL

VOCATIONAL EVALUATION

WORK ADJUSTMENT

VOCATIONAL TRAINING

J0B READINESS, PLACEMENT, FOLLOW-UP (JOB ADJUSTMENT)
EMPLOYMENT

EVALUATION

/Partlcipants in such planning include the Goodwill Industries' Board of
Directors, Administration, Management, Staff, and persons served, as uell
@s other concerned individuals and community QTroupse

Gnoduill Industries of North-Central Pennsylvanla, Inc., abldes by these
governing principles: "If deficiencles exist, the agency 1is willing to
ready them, =nd glve evidence of being capable of effecting the needed
remedies within a reasnnable amnunt of time."

The above statement of princliple, realistically speaking, implies that it
is rarely possible for on-going programs to be subjected to a large number
of simultaneous changes. Goodwill Industries feels, however, that it is
both possible and desirable to analyze the problems uncovered through the
self-study and evaluation process, and to develop a timetable for tackling
them, Thus, the process of classifying needed improvements into (1) those
slready underway, (2) those which can and which will be undertasken in the
near future, and (3) those which require lgng-range planning, produces
programs for change which can serve as an orderly guide for action by
Goodwill Industrizs of North-Central Pennsylvania, Ince

Programming For Improvement, then, usling these concepts and procedures,
should substantially increase ‘the numbers of persons rehabilitated through
this facility, via:

7.2 Increassed Emphasis on Evaluation of Rehabilitation Potentisl

The Gnoduill Industries! Vocational Reha&ilitatinn Serbices
Program provides those individuals 'needing rehabilitation
. ) i : ’




762 services with a8 work environment and wurk experlence for evalu=-
etion, diagnostic, therapeutic, and empluyment purposese. Further,
this facility provides prograsm participants with assessment of
work potential by use of the JEVS Work Semple System and situ-
ational techniquese.- Goodwill Industries hopes that through future
program development adequate resources might be found and made
avalilable for the purpose of expanding evaluation services,
particularly for severely hendicapped individuals, through the
addition of new work samples and other assessment technigues
found to be effective through recent research,

73 ?he Expansion and Innovation of Vocational Rehsbilitation Services
in Order to Serve the Severely Handicapped _

Programming For Improvement also enables this facility an oppor-
tunity to expand its sctivities and services for those individuals
needing such services through the development of work readiness,
work adjustment, and competence in vocational skills. Such
services are vitslly needed by many of those individuals who are
currently de-institutionelized and are in need of_ long-term

readiness and adjustment services. Such services also include
the attempt at improvement of the handicepped individual's basic -
potentials, social skills, functional independence, and other
aspects of general social maturity via s program of therapeutlc
and work activities. The opportunities for such expansion.and
innovation, as a result of continuous Needs Assessment Through
Self-Study and Evaluatlon, helps provide-the program participants
aith a "launching pad" from which other services are started.

_7+4 The Demonstration of Newly-Developed Rehabilitation Technigues
and Methods that Heve Been Found to be Effective .

Needs Assessment Through Self-Study and Evaluation provides this
rehabilitation facility an opportunity to place more emphasis on
the area of increased adjustment services to bring about, changes
in client behavior. This includes: All behaviors that interfere
with the client's attempt to become s functional, independent
member of the community in which he/she lives. As such, continuous
- program evaluation provides Goodwill Industries with an opportunity
to develop and implement the more recent and most current methods
and techniques used in individual counsellng, group counseling,
behavior modification, attitude therapy, role playing, and in-
dividual and classroom instruction to bring about desired changes
in a8 client's behavior. Using these kinds of current work
technigues, then, the counselor spends the majority of his/her
time on the floor to reapgnize and estimate "movement" during the
adjustive process. Functioning in such a manner, the counselor
is in a position that enables him/her a better opportunity of
determining with sufficient accuracy whether positive changes are
taking place in this or that area of the "vocational pattern,"
and whether the changes appasrently observed point to 8 total
favorable outcominge This entire procedure improves and enhances
accduntability through goal planning via the rehabilitstion trest.-
¢ ment plan and revised rehabilitastion treatment plan process. Thit .
entire procees implies ethical treatment technlgues which are
necessary to produce the desired resultse.

Q- ~v 61




7.5 The Vocational Act of 1973 and the 1974 Amendments to this Act
Mandate the Initiation of New Vocational Rehabilitstion Services

and Activities

Programming For Improvement through Needs Assessment Through
Self-Study and Evaluation specifically addresses itself to these
mandates. Goodwill Industries of North-Central Pennsylvania, Inc.,
through continuous program evaluation, attests to and assures that
.this vocational rehabilitation services facility undertakes thase
steps necessary to ensure the meeting of these mandated standards
which are timely and relevant. Too, such on-going evaluation
helps to ensure the further development of sound management, on
the part of this faclllity, and the pravislons of the most efflective
. forms of service deliverye As such, programming for improvement
seeks those services necessary as guallty controls to safegyerd
the persons recelving the services and thoge funding it. These
‘mandates also require that throughout the course of vacatichal
services, the person served 1s involved in planning, decisijpn-
making, and evaluating the results of the services receive
such, Goodwill Industries of North-Central Pennsylvaenia, Ing.,
emphatically feels that it is Goodwill's responsibility to I

As

——————— evaluate the aggregete vocetional rehabilitation needs of those
served snd the extent to which existing agencies or community
services meets those needs. The results of these assesaemefts ‘are
then fed into the Goodwill Plsnning Cycle and ffurnishes a ﬂbais
for strengthening the vocationel rehsbilitstion services program
of Goodwill Industries of North-Centrsl Pennsylvanis, Inc.
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7.6

Progrem Evalustion Method
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The starting point of progrsm evaluation at Goodwill Induatrieé‘of
North-Central Pennsylvania, Inc., is the statement of purposes,
organization gosls, and objectives of the overall Goodwill Rehabilitation

Program,

areas provided,

The oversll statement of purpose is broken down intc more
specific program gosls which in essence identify the major services
All clients accepted for rehabilitation trainiﬂg are

eligible or may become eligible for all rehabilitation services pro-
vided by Goodwill Industries according to individusl needs.

Each service ares is broken down intoVindividual services provided.

Specific, measurable program objectives are drawn from the program

goals,

‘e

Objective measures are establishad for each program objective
“80 that an individual from Goodwill, as well as an individual from

any other agency, will reach the same decision in regard to the.degree’
of success attained in reaching each program objective.

Fe; each Program Objective there is alsoc stated the following:

1. UWho the measure is applied to.
2. The relative weight of each program objective.

3. The time when the measure .ls applied.

" 4o Expected outcomes,

From the results of on-going program evelustion management reports are

established and effectively used by department directors to improve
performance through more enlightened management decision making for

short-range and long-range planning.

Example of Program Evaluation Chert

Progrem Ubjective "Who applied |Relative When Expected
Objectives Measures to keight Applied | Outcome
1, Retain Percentage A1l job 50% 3 months 50%
competitive of clients placed clienty after |.
employment job plsced placement
L3
2. Receive Average All job 30% 3 months $2.50
competitive wage pleced client# after
uage placement
%. Reduce Avérage All clients »20% Upon 4
service length of completing discharggd months
time . service time vocational ¢
adjustment
training

100%




5kill T;aining Areas

+

Goodwill Induatriea of North-Central Pennsylvania, Inc., currently
dffera skill training in the fdlldwlng areas:

; ) -
| §

- B.lﬁ Laundry, Preasing; Automatic Shirt Ironing
aﬂzl Allocation and Pricing of Soft and Hard Goods
813 ‘ Merchandising and Sales
8.4 . Office Clerical- -
8.5 Shoe, Repair and Urthopedic Shde Repair
8.6 TFuck Helper
8.7 - Maintenance and.Custodisl
8.8 : Janitorial
L:h___gigAu___uiAppliance Repair' - -
8.10 Machine Tool Dperatdra

8611 - Electronic Coil Winding

Theae programs of skill tralning offered at Goodwill Industries of
North-Central Pennsylvania, Ince., are designed to prepare the in-

dividual for employment. In esch skill training ares, the emphasis
is on job placement and employment In the competitive labor market.

The following descriptiona of these skill training programs and
other information have been prepared to help provide the counselor
in-the field, 8s’ well as the professionsl staff of various referral
agencies, with a grester understanding of the vocational training

programs and other services offered by Goodwill Industries of

North-Central Eennaylvania, Inc.

Gther Job Training Areas will be added as Goodwill pregrams of
service grow and expand and as qualified supervisors/instructors
become avpilable. Revisions and modifications will be forwarded td
those on the mailing list as such program additions occur.

-Inquiries are invited ‘and welcomed conGErning services not listed,
"a8s well as those listed, 'ln this Manual of Vocationsl Rehabilitatidn

Services. Hrochures desceribing Goodwill's Rehabilitation Program
are avalleble upon request,




Bel  LAUNDRY, PRESSING, AND AUTOMATIC SHIRT IRONING UNIT CURRICULUM

. D.D.T.

Dry Cleaner 362,782

; Shirt Folder (Laundry) 369.885

< Presser, Hend 363.884

- Washer, Machine 599,885

- Presser, Machline 363782
Presa, Operator ) T A

(wearing apparel) 363.885

+ Today an increasing number of hotels, motels, hospltals, nursing homes, -
restaurants, schools, etc. offer good job opportunitiea to many in the
laundry and dry-cleaning area. These institutions either have their
own facilities or send it to s commercial outlet. Many lsundry and
cleaning establishments hire the handicapped who cen function in these
arease.

QUALIFICATIONS:

General Educatlion Background’
No formal education requirements are demanded for this course.
%7 abllity to read snd diatinguiah between different cleaning

agentse .
Intelligence

Persons within the dull=-normal range or better should hsve no

trouble witht this course. "

High-level mentsl retardates may be able to undertake this training
in selective cases.

Personality and Interests
Must have or be capable of developiny acceptable hablits of
punctuality, industriousness, esnd sbility to work harmoniously
with otherse.

Physical Demands
Average or better use of handa ana arms and good vision in at least
one eyee.
Must be in feirly good health to permit regulerity of employment.
Must be able to work steadily and to tolerate close confinement,

TRAINING ACTIVITIES COVERED:

Orientation
Introduction to the Field of Laundry, Preauing, Dry-Clesning, and
Automatic Shirt Ironing Unit. Qualities of & good job performance;
Employer-Employee Relations; Working Conditions; Salary Schedules;
Future Prospect for Employment.

Study of Fabrics and Sorting
For Washing .
For Dry=Cleaning
Color Fastness
Specisl Handling




\
- 8.1 Laundry -

| Cleaning and Maintenunce of Equipment

| Operation of Washer, Extractor, and Dryer

; Study of Cleaning Agents, Temperatures, and Washing Times

Dry-Cleaning Procedures
Use of Distiller and Filters
Cleaning and Maintenance of Equipment
Operation of Cleaner and Extractor
Study of Solvents and their uses

| Pressing and Ironing
| Maintenance of Equipment '
j . Hof'fman Type Press :
| Adjustiform Type Presa
L Puffing Irons

Hand Irons

‘ Spotting
| , Maintenance and Use of Hachinery and Equipment

Study of Bleaning Materials and their effect upon stains and
fabrics

Applying chemicals to steins

Use of spotting gun and board

Hat Clesning and Spotting
Clesning pf hats
S5izing add shaping of hata

Hanging and Checking
Examina

tion of Garments for Spots not removed in originel dry-
cleanin%
Chemical to remove stains

Proper mixture of chemicels to esvoid fabric damage

Ay ‘ G (} . :
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Be2 ALLOCATION AND PRICING OF SOFT AND HARD GOODS CURRICULUM

Se0=Te

Price Clerk (clerical) : 209,588
Pricing Clerk (laundry) ’ ’ 361,448
Ticketer (textile) 229,887
Ticket Machine Operator (clerical) 208,782

The Sorting and Processing Department and Thrift Stores Operations provides
8 natural training area for the Allocation end Pricing of Soft and Hard
Goods. This training stestion is so designed as to give proper instruction
and supervision to sny qualified client who comes for treininb.

QUALIFICATIONS:

General Education Background: : , :
Should possess basic acedemic skills at least equivalent to ninth
grade education,

Intelligence: :

o Should be functioning within the low-average to sversge ege of
intelligence, o %
Aptitudes: . k

. £,
Clerieel Perception - Should be within the aversge range of clerical &
. aptitudes in making repid end accurate verbel and numericel per-
’ ceptions.

Dexterity and Coordination - Should have good vision and fair-to-
good eye~hand cuurd1q9tiun. .

Personality and Interests:
Must display qualities of punctuslity, honesty, dependability, neat-
ness, cleanliness, and show a preference for work involving busineas
contact with people aince training provides preparation for employ-
ment in establimhmenta which render services to the public.

Physical Demands:
Should have the physicasl endursnce and stemina to withstand an
eight-hour work day. ,

TRAINING ACTIVITIES COVERED:

<2

Orientation: -
' Introduction to the Field of Allocation and Pricing of Soft®and Hard
Goodse : '
Qualities of a Good Job Performance
Employer-Employee Releations
Working Conditions
Salary Schedules
Future Prospects for Employment

Study of Merchandise:
Type and Quallty
Classification
Customer Appesal
Consumer Demand

Q ] ) 6 ~‘4




' 8.2 Sorting and Processing:

Article Evalustion

Size
Color
1 % Style
Sh
- del
Seasonal Trends
Requisitioning
Salvage Operation
Inventory

| Allocetion end Pricing:

Folding of clothing end other merchandiae
Ticket Machine Operation

Pricing Methods

} . Distribution of merchandise to outlets
| Review of total operations




MERCHANDISING AND SAEES CURRICULUM

DeUoeTe :
Sales Clerk 290.478 N
Store Manager 185.168

The purpose of this training program is to prepare clients for futare'
Job placement as sales persons, stock clerks, supermarket checkout clerks
and cashiers,

- QUALIFICATIONS: - | -

v

General Educational Background
Must be able to understand and use the mathematicsl concepts of
. addition, subtraction, multiplication, and division, Also, must be
able to follow instructions in both oral and written form.

Apt}tudes , .
Intelligence - Should be within the normal or above range of
intelligence. : ‘

Personality and Interests
Should have a personality that combines enthusissm, self-assurance,
and the ability to get along with other people.
Must demonstrate neatness and accuracy in work activities.
Evidence of self-discipline is also a must.

Physical Demands :
Should have ability to stand for long periods.
Must: be ambulatory and should be free of speech defects.
Rlso, must be able to withstand tension ana to work long hours.

_ TRAINING ACTIVITIES COVERED:

Orientation
Introduction to the Field of Merchandising and Sales.
.Qualities of a Good Job Performance - :
Employer-Employee relations. - .
Working Conditions. ’
Salary Schedules. :
Future Prospects for Employment.

Study of Merchasndise
Classification
Type and Quality
Customer Appeal
Consumer Demand

Merchandise Displays
Classification
Allocation of Floor Space
Window Displays
Feature Displays




8.3

Retail Selling
Personal Appearance
Business Personallty ”
Customer Approach -
Customer Interests and Reactions
Demonstrating Merchandise

Store Operation and Managemanty
Preparing Individual Seles Receipts

Dally Sales Records |

Cashlering ‘

Clearing Reglister

Inventories : i

Receiving and Shipping |

Rssignment of Personnel |

Maintaining Office Records

Requisitioning of Merchanqiee and Supplies

Window and Store Meaning .

Toilet and Sanitation Facilities

Daily Bank Deposits |

Preparation of Sales Recoﬂda

Checking Incoming Merchandise

Store Arrangements

Scheduling Deliveries v

Meintalning Personnel Discipline

Maintaining Personnel Convenience

T




CLERICAL CURRICULUM —

File .Clerk I 206,388
Clerk Typist w 209, 388
Receptionist _ : 237.368
Central Office Operator 235.862

This oourse is designed to prepare a person for employment as 8 file clerk,
a copy typist, stock clerk, receptionist, or other releted occupationa.

QUALIFICATIONS: | | .

Genersl Educational Background ’
Should possess basic academic skills at least equivelent to 8 ninth
grade education,

Should have a good background of basic English and a good vocabulary

Intelligence
Should be functioning uithin the average range of 1ntelligence.

Aptitudes -
Clerical Perceptiun - Should be within the average range of clerical
sptitudes in making rapid and accurate verbal or numerical perceptions,
Dexterity and Coordination - Must have at least an average sbility to
move hands -and fingers rapidly and accurately. Must also have good
vision and be able to guickly move eyes and hands in an integrated
manner to accomplish a given taak.

Personelity and Interests
Must display quallities of punctuaslity, honesty, dependability, neat-
ness, cleanliness, snd show a preference for work involving business
contact with people and activities which sre frequently detelled,
routine, and concrete in nsture,

Phyaical Demands ’ o
- Should have such phﬂaical endurance ss to be able to manipulate R
business machines, such as the typewriter, duplicator, adding machine,
etc. for a period of six to efght heurs s day.

TRAINING ACTIVITIES CUUERED:

Orientsation
Introduction to the Field of Clerical Work
Qualities of a Good Job Performance; Employer-Employee Relations
Working Conditions; Salary Schedules
Future prospects for employment

Office Conduct and Relations
Attendance and punctuslity
" Office Procedures
Appearance and Grooming
Busliness Etiquette
Work Attitudes

Typing
Typewriter Care
Electric vs. Manual Typeuriter
Improving Touch System

Development of Speed and Accuracy

71




8.k Typewriter Ribbons
Proper Spacing end Arrangement of Materials
Cutting Stencils
Making Carbons
Copying of Reports and Letters
Office Stationary:
Bond
Onionskin
Envelopes
Carbon Paper
Index Cards

Cu

Filing
Baslc systems and common types:

Flat Files
Verticsl Files

T : Variable Files

e Systems:
Alphabetical
Numerical
Subject
Geographic
Cross-~reference
Chronological
Follow-up
Procedures: i
Rules of Filing
Tabbing File Cards
© Checking Proper Zip Codes

Indexing

. Card Filing
Letter Filing

Proper Business English (optional)
Cosmunication Techniques written end Oral:
Dictation
Grammar
Punctustion
Spelling
. Abbreviations
Reference Books:
Dictionary
Thesaurus
Speciasl Dictionaires
Secretarial Handbooks
Business Letters:
Parts of a Business Letter
Styles of Business Letters

Switchboard-Receptionist (optional) - (
Meeting the Public: ,
Placing and Accepting Calls . \Mf
Greeting Visitors
Screening Visitors
Announcing Visitors
Telephone Etigquette -
Making Appointments _
Referring visitors, job applicants, etc. to proper office
Keeping necassary records .




8.l knowledge of Equipment:
Placing end Accepting Calls
Inter-0ffice and Hold Calls
Recording and Relaying Messages

Secretarial (optional)
Shorthand Review .
Taking Dictation
Transcription

Knowledge and Use of Dictionary Equipment

Social Amenities of the Secretary
Faormal Invitations and Ansuwers
Tickets for Social and Cultural Affairs
Visiting Ceards
Christmas Presents and Cards
Birthdays and Wedding Anniversaries
Donations
Travel Arrangements

Basic Bookkeeping (optional)
 Books of Original Entry

Journals
Ledgers
Balance Sheets
Payroll Vouchers . : -
Voucher Registry .
B8ank Reconciliatlions - .
Tax Computations : ;




_ 8e5

SHOE REPAIR CURRICULUM R ’

Shoe Repairman 365,381
Helper, Repairman 365.884

A shoe repair shop is designed to give proper auperviaion to any qualified
person who comes for training. An ever-increasing population in the United
States hesibrought about an increessed smount of shoes in need of repair
from shoe wear,

QUALIFICATIONS:

General Education Background
No formal educetionsl requirements are demanded for this training
course.
Should be capable of understanding and carrying out instructions and
retaining required knowledge.

Intelligence
Persons within the dull-normal range Or better should have no trouble
with this courae.
High level mental retardates mans he able to undertake thia training
1n selective cases.
Peraonality and Interests
Must have acceptable habits of hyglene snd industriousness.
Must be able to work well wi+h others and to meet and talk freely
with the publice.

Physical Demands
Should have a degree of health to enable regularity of employment
in 8 moderately dusty, restricted area.
Must have reasonably good use of both arms, and good use of both hands.
Individual may be confined ‘to a wheel chelr, but if so, must have good
movement in the upper;torso, normal upper extremities, and good balance

TRAINING ACTIVITIES COVERED:

Urientation

: Introduction to the Field of Shoe Repair ‘
Qualities ofy a ‘Good Job Performance .
Employer-Employee Relations
Working Conditions
Salary Schedules
Future Prospect for Employment . . .

Study of Merchandise
Types of Shoes
‘Sandals and Slippers
Colors, sizes, etc.
Types of Repesira to be Made

Use of Tools and Equipment
Lip knife, hemmer, finisher, heel pinchera, iron laests, strelight
knife, skiver, etc.
Care of mathinery and stitcher
Adjustment and Replacement of minor parts
Zleaning and Maintenance of Equipment

7




Shoe

Finighing

Brushing and Polishing

Cleaning Dirt and Spots

Dressing the Leather

Dyeing Leather

Edge Trimming

Heels and Soles

Spray Finishing | -

Study of Leather

Measuring end Cutting Lesther
Hand Sewing '

Qualities and Traits of Leather
Tempering P ‘
Cutting from e band, etce

Reheeling and Resoling

(Yo

Heels and Soles

Cutting and Preparing Soles

Attaching heels, soles, braces, etc.
Automatic Soler

Preparing Soles for Cementing i
Roughing, Cementing, Attaching, and Finishing

. Miscellaneous Repeir

Repairing and Replacing Welt
Use of Patcher R
Special Repairs (luggege, etc. !

Review of total operations

Orthopedic Shoe Repair (optional)

Shop

Stretching

Building Wings or Wedges on Soles
AfPixing Arch Supports

Elevating Soles and Heels

Management (optional)
Meeting Customers

Care and Use of Hend Tools
Estimating Cogt of Job
Records

;‘:&: .’: , T T o e T




8.6 . TRUCK HELPER CURRICULUM
’ . D.D.T. o
Routeman Helper 292.358
. Truck=-Driver Helper 905,887 . &

This course is designed to give training, on the job, in loasding and un-
loading delivery trucks; tsking deliveries from truck to home or atore;
collection and making out receipts; etc. -

id

* QUALIFICATIONS:

General Education Background: .
No formal educational requirements are demanded for this training
course, Should be able to follow instructions,

An ability to read and write, use and understanding srithmetic at
the elementary level, and be able to learn to maintein a minimum
amount of necessary recordse.

Intelligence:
. Persons within the dull-normal range or better should have no trouble
with this course.
High=level mental retardates .may be able to undertake this training
in aelect1Ve cases. : .

-

Personality and Interests:
Must have or be capable of developing acceptable hablts of punctuality
and industriousness.
Must be able to get along well with others.

Physical Demands:

prs ~ Should have good vision and must have good mobility since considerasble -
‘amounts of walking, stooping, bending, pushing, snd pulling will be
required,

Should be capable of climbing stairways and hsve the stemine and
strength to be able to cerry at least 80 poundse. <

TRAINING ACTIVITIES COVERED:

Orientation:
Introduction to the Field of Truck Helper.
_Quslities of a good job performancee
Employer-Employee Relations,
Working conditions and sslary schedulese.
Future prospects for employmente.
. )
Material Handling: ” -
Classifying merchandise according to care needede
Proper methods of ‘covering, lifting, and handling merchsndise.
Reading invoices and shipping instructions.
\ Pick-up and delivery worke .
Personal appearance and etlquette.
Use of equipment; dollies, trucks, lifts, etc.
Loading and unloading truck
Carrying merchandise to and from truck.




o~

s MAINTENANCE AND CUSTODIAL CURRICULUM“

~ 6.6.1‘.

1 Fectory Maintensnce Man 899.2817
This is 8 combinastion course consisting of tralning in Cerpenter Hélper,
Plumber Helper, Peinter Helper, Electrical Helper, and Repeir end Con- =
struction Helper. Trainees will be rotated in the verious aress in order
to receive sufficient training in all phases of Bullding Malntgnance.

-

. QUALIFICATIONS:

. General Educational Background ~ “

: Must be sble to understend end apply the principles qf mechanical
systemse. ~ 43 “
Numerical - Should be femillar with fractions, -deci
centages. g ‘ .

Lenguage - Should heve the cepacity to understand technical manuals
as well es drawings end specificefions. Should be able to carry
out oral and written instructions. ’

als, and per-

Aptitudes

Intelligence - Minimum requirements within the dLll-normal range of -
7 ‘intelligence. o ' ! .
T Mechanical - Must have a8t leasst aversge sbility to visuelize and

mentelly menipulate objects in space as measured by tests of spatial

reletionships. Must alsp be within the aversge renge in the cepacity
o to understerid mechanical relationships as measured by tests of B

mechanical comprehension. ‘, ’

Motor coordinstion - Must be smbulatory end heve sverage to slightly

below average sbility to more arms, hends, and fingers rapidly and — —

A “
v accuretely in coordinstion with visual stimuli.

Phyaicel Demends )
+ In eddition to. having good vision, must have good mobility since
" consitdersble smounts of wslking, stooping, bending, pushing, snd
pulling will be requireds Should be capeble of climbing lesdders
“end stairs and have the stemine snd strength to be sble to 1lift end,
'cerry et least 50 poundsg. _ :
Personality end Interests . |
- Should be capable of developing sccepteble habits of punctuslity, -
1ndustr}pusness, end the ebility to work harmoniously wlth others.
Should .show a.preference for veried snd frequently changing work
activities dealing with objects snd things end should be sble to
tolerate conciete problem solving situetions involving the sttalnment
of set limits, tolerances, or stendards.

‘;)

-

TRAINING ACTIVITIES COVERED:
“ ]

Orientstion ® . T

Introduction to the/Field of Meintenance-Custodial-
Qualities of u Good Job Performence '
Employer-Employee Relations

Working Conditlons/

Galsry, Schedules |

Fufure Potential @e an employee OT self-employment

#

P~y g
{1



8,7 Factory Mainténance Man

bpei.fénna and‘Maintenance:

N .
_—
3

<

Instruction and skill training in the operation. and preventstive
___maintenance of machinery and equipment.
Welk-Away Fark Lift
Fans and Blowers:
Fire Extinguishers Y
Pumps : N
Sprinkler Systems
Clean and Lubricate Machinery and Mechanical™Equipment
. Repair and replacement of various types of belts and drives used
on conveyor systems
Preventative maintenance equipment chart for oiling, greasing, etc.

Repalir and Construction:

PLUMBI

Instruction utilizing trade skills to effect repaira and alter-
ations to the physical structures and surroundings of a building.

Psinting, tools, equipment, and supplies

Safety precautions

Patching plaster

Types and uses of paint .
Discussion of outside trim end finish coat, interior
undercoat and enamel of. walls

. Mixing and Blending

Preparing Surfaces ’
Applying Paint'with brushes, rollera, or apray 3
Clesning and storage .of equipment and supplies

&

NBs— - — — - o — © .

. Orientation to toola;cequipment; and aubpliea

S

afety Precautions

Cleaning and unatopping drains

A

eplacing faucets, washers, gaskets, etce
epairing and replacing valves . S

Repairing and replacing water boxes and tollets

Installation of fixtures ' ’
Installation bf pipes - -
Identificetion, use, and inatalletion of fittings

Covering and insulating pipes

Cleaning out of low water cut-offs or boller systems and traps
on hot water lirese. .

Bleeding of hot water or steam radietora

CARPENTRY: , ™
Orientation to tools, equipment, and supplies A
Safety precautions
Identification and Famillisarizeation with standard lumber
Construction of Partitions

Construction of Esuipment and Display Racks

_Replacing penes o

glass

Repairing door frames .
Repairing end Constructing Shutes
Hanging doors
Repairing and Resurfscing floors
Constructing Frames for Collection Box Bases
Q Patching Roofs ; v .

To

1




) JANITORIAL CURRICULUM

D.U.T.
Building Porter - 381887
Building Services-watohman 372.868
Chureh or School Building -
Janitor Maintenance ) : 389,887

. QUALIFICATIONS:

General Education Background

Ability to organize and plan work in an efficient manner.
Numerical - Should be able to add and subtract whole numbers.
Lahguage- - Learn job duties from oral instruction and from demon-

strations,. .

Aptitudes , .

In#;%;igeasd\: Educably retarded to normal rarge. ’

Motof Coordination - Must have average to slightly below average

. ability to move arms, hands, and fingers rapidly snd sccurately in
ceordination with visual stimuli,. _

L4

Physical Demands , :
Must be in fairly good health, should have fair vision, and possess

the necessary physical stamina to be able to 1ift SO pounds.

A

Personality and Interests ’ i
Should show preference and ability for independent work activities,
Should be capable of developing acceptable hablits of punctuality, . .
jndustriousness; teking orders and desling with people in a courteous

snd friendly manner.

«
j
|~ ——
R 1
H 2 o

Apply "Common Sense" to carry out detailed, but uninvolved instructions.

.

»




8.8 TRAINING ACTIVITIES COVERED:

Orientation
Introduction to the Field of Malntenance -Custodial. F
Qualities of a3 Good Job Performance; Employer-Employee Relations
Working Conditions; Salary Procedures and Schedules
Future Potential as an Employee or Self-Employment

BUILDING PORTER
HELPER SERVICES - wATCHMAN
HELPER, CHURCH OR SCHOOL BUILDING MAINTENANCE

Tools, Equipment, and Supplies

Familiarization with the many types of brooms, brushes, mops,
buckets, floor machines, and vacuum cleaners

Learning the qualities and uses of various kinds of sosps, deter- ~
gents, disinfectants, waxes, and-seslers. Instruction in the
importance of the arrangement and maintenance of & storape area,
including the proper cere of tools, equipment, and supplies.

.

:
o
|

Eleaning Procedures
o Instruction and skill training in the daily, weekly, and monthly
_ cleaning procedures performed in public buildings:
Sweeping and Mopping
- Dusting and Waxing the Furniture
Glass and Wall Cleaning
, Washroom Maintenance
Floors
Instructions in the different kinds of flooring and the various
chemicals which are appropriate for each type. v
Instruction and skill training in floor preparation and finishings. .
The proper techniques of stripping and wexing floors using standard
tools and equipment including commercial floor machine.

Handling and Moving Materials
Instruction and skill training in the correct ways of moving heavy -
and unwielkdy objects without injury. .
work Planning
‘Demongtration and instruction in planning the sequential order of
procedures for performing the varioua operastions with perticuler
concern for cognizance of area and time regquirements.

Maintenance of Dispensers
Soap Dispensers .
Towel Dispensers ) ) \ |
Sanltery Napkin ) - . : o
~ Paper and other

General Security
Rog}fne Building and Ground Checks

"




8.9 . : APP'.IANCE REPAIR CURRICULUM

t

) o . ip “ D.D.TQ
N b .
ippliance Repairman (elec. equip.) ’ 723.884
tlectrical Appliance Repairman 723,381
“lectrical Appliance Serviceman 827.281
.lectrical Appliance Serviceman Helper . 827.887 .
Household Appliance Repalrman 827.281

This training program is designed to provide an individual with a working
knowledge of the opgrating principles and construction of various small
appliances. It also shows the individual certain testing .and service
techniques that will help make repairs fast, ef‘f‘icient1 and economical.

QUAL IF ICATIONS: e

General Educational Background
Should have the equivalent of an eighth grade education.
Must be able to read and write well enough to comprehend trade manuals
and diagrams.
Ability to learn job duties From oral and written instructions and
from demonstrations.

f Intelligence .
' Should be functioning within the low average to average range of
intelligence. ,

Aptitudes ’
© Ghould be able to comprehend basic principlea'of electricity and
demonstrate good mechanical ability. P .
Must have normal finger and manual dexterity.
y

L

Phy91ca1 Demands s
Must have good vision in at leget one eve and have the necessary
physical stamina to be able Ep ft up to 50 pounds.

Personality and Interests ,ﬁjV/ :
Myst be tcapable of devéioping acceptable habits of punctuality,
industriousness, nei;ness, self-discipline, and of working harmoniously
with others. -
Should have the: traits and personality which will assure reasonable
success when ﬂesling with the public.

TRAINING ﬂCTIV&_IEa COVERED: ~ .

Orientation : “
Intraduction to the Field of ﬂppliance Repair
fuslities of a Good Job Performance
Employer-Employee Relations
- Working Conditions
Galary Schedules
Future Potentisl as an Employee or Self-tEmployment

=

" Functions and Operations of Small ﬂDDliances : 4
Basic Principles of Electriclty :
Electric Currents, A.C.

Heat Elements )
wiring M ‘ R = ¢

|
|




8.9

Appliance Disassembly
Nomenclature of Parts
Functions of Parts

Inspection .q‘s
Testing of all Parts :

Appliance Repair and Replacement of Parts
Methods of Repair
When to Repailr
Procurements of Replscements
Rebuilding

Cleaning and Restoration Of Appliances
Methods of Cleaning
Assembly
Inspection

Use of Tools asnd Equipment
Care esnd Use of Tools and Equipment
Cleaning snd Maintenance of Tools snd Equipment
Review of Total Operstions

Shop and/or Store Msnagement (optional)
Meeting Customers
Estimating Cost of Job
Records
Purchasing
Inventories




8.10

DeDeTo ‘f

MACHINE TOOL OPERATORS 602., 603., 60b4,
605., and 606.

£

Individuasls working in this area receive training in the beslc akillé
necessary to operate a number of machine tools, including the drill press
and lathe. s :

QUALIFICATIONS:

General Educational Bsckaround . ‘ .
No formel educational requirements. are demanded for this training
programe - N .
The individusl should be capable of understanding end carrying out
instructions and retelning required knowledge. 4
o . .
Aptitudes - . ' . ) :
A mechanicel aptitude is desirsble. Intelligence range; high-level
mental retardation to dull normel renge and upe.

Physical Demands )
Since much of the work involves close tolersnces, good(corrected).
vision is required. !
Phygical stamina is importent since much time is spent stending.
Sufficient strength is required to move cartons of metal perts
weighing up to 70 pounds. : .

-

Personality and Interests o
Should be able  to work independently within s reletively smsll
work areae. , -
The individual should be interested in working with e veriety of
machinerye. :
. Since minor adjustments on the machine mey be necessary during the
. work day, the individusl should be consclientious enough to recognize

‘ any alteration in the completed part that would require this adjustment.

TRAINING ACTIVITIES. COVERED:

Orientation ) _
Introduction to Machine Tool .
Qualities of Good Job Performance:- .
Employer-Employee Relations - e
Working Conditions .

Earfiings Schedule .
Future Prospects for Employment

Turrent Lathe Operation s -
Drill Press Operation
Bench Sander Operation

s+ Machine Adjustment* )
Use of Industrial Coolants and Cutting Oils -
Record Keeping of Completed Parts {““‘\t
Machine Clesan-Up ]
Packaging of Completed Parts




Bell

ELECTRONIC COIL WINDING
De0eTe
Coil Wwipders

Assembly Workers
Electronic Assembly Inspectors

724, 781 and 724, 884
729, 884, 720,884
726,781 and 726,884
722,281

Indlviduals working -in this ares receive training in one, several, or sll
of the sbove listed occupation areas. Considerable skill transfer exists
between this training program and other electronic essembly end meleted
arease i

QUALIFICATIONS:

General Education Background hd

No formal educational requirements are needed for this training course.

-Intelligence

Persons within fhe dull-normal renge or betterashould have no difficulty
in this training areae.

High-level mental retardates should be able to underteke this train-

ing in selective casese.

Personality and Interests
Must be capable of developing acceptable habits of punctuality,
industriousness, neatness, self-discipline, end working harmoniously
with otherse.
The individual should feel comfortable working uith small parts.

Physical Demands
Since the work involves smell parts, good vision is essentisal.
Eye~hand coordination, finger dexterity, and patience is important. .
Sltting in one place for long periods of time is“necessarye.

TRAINING ACTIUITIES COVERED

Orientation
Introduction to the Field of Electronic Coil windinQ
Qualities of a Good Job Performance
Employer-Employee Relations
Working Conditions
Earnings Schedule
Future Prospects for Employment

Functions and Operations of Coil Winding Machines ‘ - [
Functions and Opergtions of Arbor Press
Functions and Operatl of Taping Fixtures send Dispensers ke

.Functions of OHM Resistance Testing Devices

Coil Winding
Soldering :
Lead Insertion '
" Teping Wound Coil .
Inspection and Packeging of Assembled Coils ‘ e
Care and Maintenance of Solder Pot X : ‘
Good Safety Practices i ‘ "
Use of Inspection Instruments
Recording Number of Parts Processed

8

+
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ADDENDUM

The 1973.Vocational Rehabilitation Act mandated that rehabilitation agencie
develop and implement programs providing, on a priority basis, vocational
rehabilitation services to persons with the most severe disabilities in
order that such individuals may prepare for and engage in gainful employ-
ment with their remaining capebilities.

Reflected throughout this mandate is the basic concern that rehabilitetion,
today, more then ever, is not professions or disciplipes, not facilities

. or techniques, but PEOPLE, The focal point of this legislation is that

more specislized programs for selected categories of activity and more
associations for this or that disabling condition, are NOT the long-range
answers to effective rehabilitation. Rather, the real solution lies in

the incorporation of existent basic principles and already tested methods
into our rehebilitation facilities so that the job is not done plecemeal

or by category but by coordinated effort and integration of  the classifica-
tions for all disabled, regardless of the cause or severity of their dis-
ability. Further, this mandate affirms that, today, successful reha=-
bilitation must be broad in scope, practical in purpose, and integreted
into practice via accountable standards. . )
Like every other field today, rehabilitation is changing. New areass, new -
ideas, new formulas, and new methods are combsting the age-old problems

of the handicappede Goodwill Industries of North-Central Pennsylvania,
Ince, is caught up in this new era of rehabilitatiesn because it is a re-

- habilitation training center serving the needs of the handicsepped in

eight rural counties of central-western and north~western Pennsylvania.
This guiet revolution in rehabilitation is evident in the local Goodwill

_ Industries. UWhile Goodwill Industries of North-Central Pennsylvenia, Ince,
* continues to offer opportunities to people with all kinds of handicaps,

it is planning the tailoring of special services to better meet the needs
of people with specific disabilities including mental illness, retardation;
physical handicaps, and social and psychologicel problems., These special
services will be made available to the area's handicepped as the Goodwill
program of rehabilitation services grows and develops.

what-Goodwill Industries of North-Central Pennsylvania, Inc., IS doing

and what it MUST do to meet the challenges of tomorrow to help the area's
handicapped to°help themselves is only part of the Goodwill Storye If

you would like to know more about, "The Goodwill Way," please write or o
call the Executive Director or Director, Rehabilitation and Progrem
Development. ¢

!




10.0 AEHABILDTATION FORMS °

GOODWILL INDUSTRIES OF NORTH CENTRAL PENNSYLVANIA, INC.
24 West Washington Avenue DuBois, Pennsylvania 15801
Telephone: 814 371-2821

gaoduwill AGENCY REFERRAL FORM

Date- Referring Counselor:
Name: _ = . _—_Referring Agency: .
Address: Social Security #:

‘ - Date of Birth; ____ -
Telephone: , __Age:____  Sex: _Height: ______ Weight: _
Highest Grade Completed: . Marital Status - }
Education/Training: : , v

Source of Support:

Disability: Primary

Secondary

Precautions:

Previous Employment

Supportive Services Needed: (Check in Space Provided)
Housing . BVH _MH/MR ____ BVR ___SSlorSSDI______ Transportation

Medical Assistance _ _ Public Assistance Food Stamps Other
Description of Request: .
Rehabilitative Services (Check Servites Requested)

Vocational Evaluation __ Job Training .._____. Job Placement .

Job Readiness Work Adjustment _ Personal Adjustment _____

Transitional and/or Long-Term Employment
Referring Counselor's Plan of Rehabilitation: -

Signature of Referring Counselor
£ 1
" For Goodwill industries Use Only:
Screening Committee ‘ . Accepts
o Rejects X

Rationale __ . - 5 _ o
intake Day Assigned ____ . R .
Case Manager Assigned ____ - S ,

N, Vs Director of Rehabilitation

';' Q 0\ L
4 EMC&; N\, S 8t
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10.1 GOODWILL INDUSTRIES OF NORTH CENTRAL® PENNSYLVANIA, INC.
24 West Washington Avenue
DuBeis, Pennsylvania 15801

SCREENING COMMITTEE REPORT

ame and Address of ,Prospective Client: Name of.Referr;ng Ageﬁcy:

t 3 Date:

0 ) )
Statement of Rehabilitation Problem:

2

¥

Preliminary Plaﬁ of Rehabilitatian:

A
et

Program Services Indiceted:

Intake Day Assignment:».

it SN

Rehabilitation Counselor ) Uocational Evaluator

L

Director, Rehabilitetlion &
. ' Program Development

87
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10.2 _ GOODWILL INDUSTRIES .OF NORTH CENTRAL PENNSYLVANIA, INC,. -
24 West Washington Avenue’
DuBois,, Pennsylvania. 15801

" LETTER TO REPORT

. ,a.‘D.a.;té-_u_A,‘.f.“u e

Address

: Dear Rehabilitatiun Tralnee:

Mr, Rehabilitation Coukselor, Bureau of Uocatlonal Rehabilitation,
has referred you to osur.ehabilitation Facllities for our Diagnostic
Evaluation Progfam. Our Evalust, on Unit is located in the Industrial
Contract Center, which is 19gﬁ%e at 513 Locust Street, DuBois, PA.

You are scheduleéd to bg@in on (date), anytime in the morning. As.
such, we would appreciate your telephoning Mr. Rod Burlimgame, Reha-

. bilitation Counselor, confirming the fact that you will be reporting to
the Industrisl Contract Center on that date.  Mr. Burlingame's telephone
numﬁgr is 371-2821., Please call between the hours of 8:30 a.m. and
5:0 PeMe e )

‘e
During the early phases of:your evaluation program you will be
working with Mr, Ed Kelso, our Vocational Eveluator, and other Goodwill
staff members in the Evaluation Unit at the Industrial Contract Center.
. Yod will perform certain job samples and tests. Your hours will be from
" 8:30 a.m. to 4:00 peme, with an half hour for lunch. Since we do not
currently have cafeteria facilities, you will have to bring your lunch.

If you have any questlons concerning your evsaluation program at °
Goodwill Industries, please get in touch with Mr, Burlingeme at 371-2821.
Again, though, we would very much appreciate it if you would let us know
by calling whether or not you will be reparting to the Industrial Contract

Center on (date), anytime in the morning. . .
i We look forward to seeing you then. ) '
Sincerely, . ¢

- Director, Rehabilitation éfProgram
Development

TR TE e
e,

H
5
N
4
£
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4
4




10.3

GOODWILL INDUSTRIES OF NORTH CEm PENNSYLVANIA, INC.
24 West Washington Avenue
. DuBois, Pennsyivania 15801 .
gooduwill . Telephone: 814-371-2821
/———/ ‘ y) ’ ¢ ‘ ’-,: \
i ) Intake Interview & Social History . f’f
Identifying Data: . “ Y
Name: i Date: - _ L3
Addréss: _ Phone: . g
How long at this address: Previous address: il
Age:_______ DateotBith: Sex: T
SS# 'Referred By: A -
In Case of emergency, notify: _ Phone: i -
Relationship: Famity Docu:r :
_ Phone: _ i
Marital Status: , " Name of Spouse:
How times married: - .

Sex of Children: . i i
épmmo'skmpbymem: " Phone: L
_ FAMILY HISTORY: \ | A

_ Place of Birth: _ S S .
Names of Parents (include ages):
' ’ Father
Occupations Of Parents: Mother _ Father _

Age and Sex of Siblings:

With whom did client live as a child:

if other than parents, qivenamau\dralawﬁhlp

Does client presently maintain contact with his/her famity?
" How does client remember childhood? -

or affluent; divorce in home)
Other comments:

SCHOOL HISTORY:
Elementary:
High Sohool: . -

Course of Study: i
Coliege:

Major:
Other Training:
Type of Training:

(Name of School)

. Date of Graduation:

(strict parent; happy or unhappy; fighting; parent death before age 16; cme family

J

No. of Yrs:

poor; comfortable;

No. of Yrs:

No. of Yrs:

Degree/Certificate: _

No. of Yrs: _

Certificate/Degree:

Was client in any clubs or activities:

Any difficulties related to school:

i




“10.3 , .
EMPLOYMENT HISVORY: List past employmem beginning with the most recent
Name & Address of Company i . Reason for
Type of Business From To Describe Job Tasks Lea
; ) :
1. , Wage/Salary
u A i
[ oo ——— —_—l T -
3 From To \‘ .
2. Wage/Salary -
SJpervisor
" From To
g Wage/Salary ) -,
Supervisorﬂ o
i\ .
What is client’s vocational interest? - o i , _
Mn.rrAm? RECORD: ) 2 : — -
. Branch: — N Dates: R Rank at Discharge: _
" Type of Discharge: ‘ Duties: - -
Is cloem recesvlng a pension or other veteran S benehts : ,
scbcw. HISTORY: | .
Lite Style - With whom does client live? I -
House, apt, rooming house ____ =~ =~ s - —
Own _« Rent ____ Amount —
How does client spend free time; hobbies or speclal interests? _ . .
Does clientread? _________ What type? __ A,,,if - | —
Doesclientdrive? __-. ~ Ownacar? N -
FINANCIAL:
Source (s) of income: 0 N - I ,
Monthly income: E— Monthly expenses:
Handles moneywell: = _ Poorty: -
INSURANCEF: & y Yes No Company & Policy Number
‘ 1. Blue Cross i — - _ -
2. Prvate health ins. ‘ — .
3. Campus - R
4. Medicare . :
5. Maedical Assistance e e
6. Major medical (any kind) — e




10.3

¢ 8. Veteran's benefits ) )
9. Social Security benefits i - ’

wmmuudwmmmmmmmmmmz
BVR _____ Whom did client see?
MH/MR ___ Whom did client see?
D & A___ Whom did client see?
. B BVH ___ Whom did client see?
: . Other ____ Whom did client see?

Has client ever been arested: __ v Reason X

*OTHER:  Doee client have any immediate plans?
.. (e.g. marriage, school, moving, etc)

Other cotnmems by Client: _

0 - ] -

MEDICAL HISTORY: Height .. Waeight Haircolor .

Does the client or has client ever had:  Frequent coids TB =

Tonsilitis Bronchitis _____ Influenza Pnesumonia __Asthma .
Scarlet Fever ______ HayFever Rheumatism Arthritis

Typhoid ‘Heart Disease __Kidney Disease ___ Diabetes __Polio

Spinal Disability _ Nervous Breakdown ________ Nervous Condition ’

Gonomhea

Onhopedic pmblem

_ Syphlms Appendicitis _. Hermia _
Biood Pressure ______ Multiple Scierosis i
Skin irritations _____ Menstrual Dif. - Epilepsy Ulcers
Cerebral Palsy, Speech Problem Hearing Problem _ Alcoholism
Visual Problem Liver Problems Muscular Dystrophy

Allerglos

What treatment did client rooeivo?

[

Deacribe:

Is client presently under treatment for this?

Does this presently affect cuent's health? . How?
Date of last physical examination ______ _Cause of disabiiity
Has client ever been hoepitalized? . . '

HOSPITAL YEAR DUFMRTION REASON - RESULT

Isderoooivhgtreamgﬁ“from-nydoctoroﬁmmmmmlydom? .
NAME | ADDRESS TREATMENT

Does client use any prostheses? Type _ . : \

- How long used | =

Does ciient use any mobiiity alds: (cruiches, cane, brace, wheel chair) ‘
When was last eye examination b

Does client wear glasses? '

Is client on any medication: (ist)
- From which doctor?
Has client ever been Imooulatod or vaccinated?

Typhoid

_ for: SmaliPox
Diptheria _____Tetanus _____

9L




10. 3” . :
Are there any medical or physical conditions which limit client’s activity?

Does client experience any of b'elowf symptoms: General nervousness :

Fatigue ____ Weakness Sleeplessness Crying Spetis Sweating
Tumbling __Vomiting______ Diarthea _____ Nausea. — Sore feet _____ Muscle aches ___
<~ Indigestion _____ Conetipation Poor appetite _____ Frequent urination ..
Frequent headaches ______ Dizziness - Fainting________ Convuisions - Itchlng R
Shortness of breath Sleep walking Back ache _Numbness ____Tension _____
Fromem drowsiness _______ Nightmares :
Does client ever feel ...? Guilty Happy Cheerful _____Llonely
Successful ______ Miserable andblue ______Inadequate ______Excited . Fearful _____
| Peoplearelyingwyou“Afraldo(bsknaomaom#Unhappy“
You are being watched ____ _ Afraid of own death . Shy Rejected ____ -
| Bored _____Better _____ Anxious ______ Rebellious _ Shaky _______People misunderstand you _
Independent _____ Accepted
\ < )
| ‘Is client easily: Angered " Upeet Tired - a
| Does cilent ... have violent rages : Frequent changes of mood
o .- mnomanorwhatdoing_g_,oowngsonlmpulseg

' Obeervations of |nterviewer:

-

o




10, 3.1

Name‘

»

GGUDwILL INDUSTRIES COF .NURTH CENTEAL PENNSYLUANIA//INC.
2L Westi_Washington Avenue ,
DuBois, Pennsylvanla 15801

%*
CLIENT ORIENTATION CHECK LIST

Date Interviewed

[

|jR\;j R-61

LT III|~|l||I

1,
Ze
Je
be

5. -

6o
7
8.
Fe

10,

11.
12,
13,
14,
15,
16.
17.
18.
19,

1.

2e
3a

verbally if necessary.

Interviewed by

Explain briefly the nature of the operation.

Explain evaluation program, training prggrem, ancillary ‘services.
Explain‘available training opportunities to applicants.

Present client manusl, and other menusl, 8s applicable,

Explain when pay begins, pay rate, hours of work,

Explain pay day, how and when, and pay advance policy.

Explain absence snd tardiness policies.

Familiarize client with time-clock system, time cards.

Explain alcohol poliby, smoking regulationa - various applicable
policies. .

Acquaint client with lacation of restrooms - water fountaing -
lunch room.

Jntroducevcliant to auperviadra. » ° : -

Explain lunch and braaks.us
Explainevacation and holidsy policies,
Explain safety rules fully, fire drills,
Explain first sid procedure, |
Eiplain policy for leaving work station.
Explain bus schadulaa/tranaportation.
Expleain raises, wage review policy, atc;

Notify the Accounting Office as to when client begins to receive
salary, and the proper rate. V .

@

RESID&NTIQL (IF QPPLILABLE) g

Present Resident's Manuel, this manual expiaina rﬁles and regulations
of the residence. Be sure client understands these, and explain

Have client sign pull-out rules section and place in case Tecord.

Verbally explain the more important points, such as the check-in
check-out policy, rules on slcohol, visiting regulations, etce

%, _ ' Signed

Jo
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gnndwﬂl

GOODNILL INDUSTRIES OF NORTH CENTRAL PENNSYLVANIA, INC.
24 West Washington Avenue
DuBois, Pennsylvania 15801

5

Blé~371-2821

RELEASE OF PERSONAL INFORMATION

I hereby authorize Goodwill Industries of North Central Penn-
sylvania, Inc. to use, without compensation due, pictures of myself,
quotationy of my remarks, and any account of my personal experiences
for public relations purposes. Such personal information may be
used on radio, television, newspaper or in any manner Goodwill
Industries may determine to increase public awareness and support of
(,oodwill and to serve as an incentive to others. “

1 certify that I have read and fully understand Ehe foregoing
- gtatements,

*
L
s = =

Date Clients& Signature

. Witness

6

If client is under® 18 signature of parent, guardian or other
pérson legally authorized to sign for client must sign.

Relationstiip to Client

- Date
Date Counselor's signature
. ) ) y
5 Barton G. Blakeslee, Director .

Rehabilitation and Program Developzment




&

GOODWILL INDUSTRIES OF NORTH CENTRAL PENNSYLVANIA, INC.
5 24 West Washington Avenue
DuBois, Pennsylvania 15801
guudwill .

814-371~-2821

"y

RELEASE OF INFORMATION

I hereby authorize Goodwill Industries of North Central Pem;ylvanil,, Inc.

to receive or exchange, or provide any information reqﬁented with respect to
medical history or copies of hospital and medical records and psychological and
nocial infomtion wit:h agencies providing necessary ancillary lervicea only on
a nud to I:tww basis. This inforlu‘tion will be ysed to develop a rehabilitation
plan and shall remain in privileged counﬁicltion status between and within the
ancillary service agencies. A thont?éic copy of this authorization shall be
considered valid.

0

/I certify that I hlve read and fully undcutlnd thc fore-going statements.

Date ) - Client's Sigmturc

‘ \\ 5; Witness
. ]

1f client is under 18 the signature of parent, guardian or other person

‘legally authorized to sign for client:

Date Relationship to Client -

Date : ~ S Counulor" s Signature

, Barton G. Blakeslee, Director
’ Rehabilitation and Program P
Development

R-54




10.5 GOODWILL TWDUSTRIES OF NORTH CERTRAL szmevamﬁﬂ ING. 0 »M~

24 west Washington Avenue et
DuBois, Pennsylvania 15801

GENERAL SARETY RULES

\ R
Le If you are injured, no matter how slight the injury may be, y&@ T#St report
: 1mmedidte1y to your supervisor, and} eceive‘first gld treatment. /

while in operﬁting areas. N

3, Safety shoes should be worn by azll empleyeegkﬁbrkihg in Gpereting areas. The
wearing of tennis, soft soled,-or worn-put shoes is prohibited. FPlease check
with your uupervieer, if vou are net sure of the type of shoes you should wear

4L, HRespirators, hord hats, ond other protective eguipment as degignated by Good-
will must be worn in certain departments. °

¢, Never operate, repair, adjust, or meddle in any way with machinery or equip-
ment unleee you are authorized to do so by 8 suDervianr. .

te Be abealutely eure no one is 1n a paeition to be injured and thet all gofe-
guards are in proper position before turning on electricity, ges, ‘steam, ‘8ir,
water, or setting any machlnery or equipment 1n mation. .

7. Check tools and eeuipment before uging themes If any ere found defective
net use them and report them to your eupervisor. .

8. Good heueekeeping is the responsibility of each employee. Keep your work
area nest and clean at all times. :

.9, * S5tay clear of crane ioads and be particularly careful in handling moaterisl,
Always keep clear of the load and other material’ the load may disturb.

10. Be sware of the traffic in and ‘out of théyperking let end uge ceutien when .
crossing where the trucks snd cers sre authorized. o

11, Horseplay or fighting of any kind is not sllowed.

12, Drinking or possession of intoxicating liquor in the plent GK reporting for
work while under the inPluence GF elcehel is Drehibited. L

CAUTION - If you don't know or lfxbeu are not sure, ask your supervigor. _
It's better to be safe . '« « than sorrye. .

------- o o e e O o S s e B s B B e O S B G ------—---—--u-----—--------—--—-—---—-:----I---------——---

I have read, understand, and will abide by the General Sofety Rules uf Goodwill
Industries. :

SIGNED DATE

=3

WITNESS . .

@

»

”




10.6 GOODWILL INDUSTRIES OF NORTH CENTRAL PENNSYLUANIA,.INC.
24 West Washington Avenue
DuBois, Pennsylvania 15801

INITIAL VOCATIONAL EVALUATION REPORT

Nape: Referring Agency and Counselor:

Date of Report:

Reason for Referral: Y

Recaommendations:

Behavioral Observations:

~ Positive Characteristics:.
1. . g
2.
3

Negétive Characteristics:

2e ’
3. d
i -
Summary ¢
N ¢
. ; .
Director, Rehabilitation & Program Vocational €valuator
Development

9




10.7

Name:

Address:

GDUDmILL INDUSTRIES OF NORTH EENTRAQ*?ENNSYLVANIA INC. -
24 west wWashington Avenue
DuBois, Penngylvania 15801

-

REPORT OF PSYCHOLOGICAL EXAMINATION-

Age Birthday

Report to: -

ES

‘Examined by:

. N \

SUMMARY OF THE FINDINGS:

Mr., Mrs., Miss

-

Date BF Examination

BVR Authorization No.

Client No.

Referred by:

reporteo to

y 19__, and upon subseqguent dates,

for psychological assessment (education and vecation advisement), (education
3dvisement), (vocstlonay advisement), and (projective) psychologlcsl evaluation,
The followlng‘tests were used for the evaluation and appraisal:

general.

1.
2e
3.
b,
;.
Be
7e

8.

r»-f‘fr

o \




10.8

Name
Referring Agency
Evaluation Perlod - %+ .Date of Report

GOODWILL IN;\STRIES OF NORTH CENTRAL PENNSYLVANIA &NC.
24 West Washington Avenue
DuBois, Pennsylvania

15801 .

FINAL EVALUATION REPORT

SSAN

Referring Counselor

Reason for Referral:

4

Recommendations & Supportive Services Needed:

1.

11,

111,

V..

Ve

Testing Results: ..

Name of Test “".  Results

1,
2¢ .. . w
3. t ’ :

Work Sample Results:

General Observations:
Work Behavior:

\ ) . £y
Worker Characteristics:
Learning and Comorehension:

Manipulative Skills:

Situational Assessment Results:

Significant Worker Characteristics:

Positive Factors:

Negative Factors:

Evaluation Summary:

Summary:

Vocational Objectives:

4
Director, Rehabilitation & Program
Development

94J

I

Vocational Evaluator

A




10.9 GOODWILL INDUSTRIES OF MNORTH CENTRAL PENNGYLVANIA, INC,
24 West Washington Avenue
DuBois, Pennsylvania 15801

REHABILITATION PLAN

Res NAME Sponsoring Agency
Co Date

‘GOAL 1: : '

’

METHOD: (for achieving goal)

b

GOAL 2:

METHOD:

GOAL 3:-

METHOD

Director, Rehabilitation
Program Uevelopment

Work Adjustment Counselor

co
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10.10 GOODWILL INDUSTRIES OF zmm%:.nmzqmbr,nmzzm<r<nzmnm INC,

24 West Washington Avenue
DuBois, Pennsylvania 15801
Name ” Behavior Therapist: .
Date: Y
Behavior: o ’
(1) [43) (1) s (1) e
A. Q a - o ”m <
= £ wm X X X X
=4 - o o w T O]
o W T o [} ) o
Be o a 3 3 3 3
Ce
Base Rate of Behavior:
A. . _ .
{6 .
(1 1 [ 1] [ 1} [ 1} [ 1]
_ Be m =) jw ~ j S
= X 5 X X X X
=9 - Q [N} [+)] Q Q
) o W C o [} [ [}
Ce . ‘ a 'E a 33 3 3 3
Conditions under which behavior A, B, C, occurs:
\ D' , .
Be :
Ce
Consequences of behavior A, B, C: o
’ . = I [z SV X X K,
8. | - . 5 & 2 & 3 & 3
a ww a 3 3 3 3

n. ,, .,,_, | b w&
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10,11 GOODWILL INLUSTRIES OF NORTH CENTRAL PENNSYLVANIA, INC.
: 24 West Washington Avenue
DuBois, Pennsylvania 15801

PROGRESS REPORT

Re: NAME !

Sponsoring Agency and
Case Number

(Based on Rehabilitation Plan submitted date o)

Behaviorsl Observations:

GOAL:

EVALUATION: (of progress)

~
GOAL:

pr—————

EVALUATIDN:

EVALUATION:

Work Observations:

Additional Comments:
—————'w_

‘ Recommendation:

-~

Director, Rehabilitation & Program
Development
Q

Work Adjustment Coupaeior

[ i
o,
T




10.11.1

\

GOODVILL INDUSTRIES OF ‘NORTH CENTRAL PENNSYLVANIA

INCIDENT REPORT

Nm-------.-----0.‘0----.-.

bssqur-: INCIDENT:

ACTION TAKEN :
-
RECOMMENDATION :
. Refer to Social Service

Contact Physician

Contact Family

oo

\ DATE“----..-.-‘6-.--.--.-.-.

&

TIE”/E--..-------------.---.-.

PMCE.....--.--’---------.--.
4

Psychiatric Bvaluation
Psychological Bvaluation

Refer to Administration

4

Other"---.-..----:..--,.t

00000006060 000000006000 00000 000

Signed

Title
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10.11.2 ‘QGGUDNILL INDUSTRIES OF NORTH CENTRAL PENNSYLVANIA, INC.
24 West Washington Avenue
DuBois, Pennsylvania 15801

¢ o CASE LOG

* ‘Program manager will make the enéry and sign; anyone reviewing the
case notes (supervisor, counselor) will initital after esch entry.

“

Date E Entry ‘ Program Manager

s

Q |
ez - | 104 ~ \




10,12 JOB OPPORTUNITY FORM

ﬁ\m BY: . _ DATE:

o e 050 0 0 08 8 500 O DD SO SN SO S RIS S 0 S B e
Job Title | - . .| Type of Employment: Temporary L.
Experience | Perkanent -
Education/Training y Hours - Daily From = To_____
Skills/Aptitudes X Déys Per Week: ,

“ " - Pay___ Date Needed

* mmww--m u--mmmm—mmmﬂ
\ .

Job Duties 4

gt

= »

Equipment Used

Special Instructions :

SIS ——————— L L PR E ’ Besosemase
"Work Conditions _— Physical Requirements loyer
Inside Outside ° Walk Climb rddreu
Dusty Noisy sit Stand lciey 21p
| Humid Cold ‘Lift__ ;puil - Apply to
Office .a Shop Vision } Title
Other - . ‘ Time Phone
: Other L

Purther Comments (about company, personnel manager, hiring practices, etc,)_
*,

) Sy “‘///
M

Who do you recommend for this job? PLEASE RETURN fu.‘

Name: - ‘ .
e v Rod A. Burlingeme, Rehsbilitetion Counselor -
Address: “  (Goodwill Industries of North Centrel Pa.,.Inc.

) 24 West Weshington Avenue ’
Telephone Number: - " DuBois, PA 15801

, - ‘ (814) 371-2821.
3."16 [

o 105




10.13 GOODWILL INDUSTRIES OF NORTH CENTRAL PENNSYLVANIA, INC.
. 24 West Washington Avenue
DuBois, Pennsylvania 15801

\ J0B PLACEMENT REPORT .

NAME s

J08: . D.U.T. #

COMPANY s A TELEPHONE : |
|

ADDRESS? g}

SUPERVISOR: TITLE: o I

" . N . 1

TELEPHONE : , RATE OF PAY: l

HOURG/SHIF TS: ] |

DATE OF PLACEMENT:

WORK PERFDRMED: ’ ” “ : \\

COMMENTS:

DATES OF JOB ADJUSTMENT REPORTS OR CASE LOG ENTRY
1 Week ‘ ‘

2 Weeks
‘3 Weeks
8 Weeks

12 Weeks

Director, Rehabilitation 8 ° Rehabilitation Counselor
Program Development

“ 10w




b - '
b

pF NORTH CENTRAL PENNSYLVANIA, INC.

16.16 GOODWILL INDUSTRIES
24 West Washington Avenue

DuBois,; Pennsylvania 15801

: J08. ADJUSTMENT REPORT

DATE: - »
NAME ; : v } :
EMPLOYER: T

2 .

RESULTS: ; "
Employer: ' :

Employee: )/

%

J0B ADJUSTMENT PLAN:

, .
#

JOB PROBLEM I:
objective5”

. ¥
"

Method:

JOB PROBLEM 2:
Objective:

Method:

-

v e

Recommendations:
{[l
b

i

@

‘uofrector, Rehabilitation & Rehabllitstion Counselor
. ‘Progrem Development ’ ‘ -

4

.
S 10/

B
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10.15 ¢ GDUDNILL INDUSTRIES OF NORTH CENTRAL PENNSVLUANIA, INC.

24 West Washington Avenue
DuBois, Pennsylvania 15801

REPORT OF DISCHARGE -

1

" NAME:

PRESENT ADDRESS:

N

)

DATE$

REFERRING COUNSELOR:

PHONE :

Prnbiem at Inteke:
Rehabilitation Plan: -
Services Rendered: . <.

Outcome: of Services:

Self Dischafﬁe" '

Placement* -, .
.

Other ¢

Further Services Needed: '%h
- k’u

Date of Discharge:

re T
<

Referral to other Agency .

REFERRING AGENCY:

b

Neme

Address:

Director of Rehabilitation

't

*For Placement Information ‘See Job Placzﬁent‘ﬁepnrt

5 e
L o v d

B,

Rew 65 ~ ,,‘YQ

PrngramiManuger
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